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IN THIS SECTION 



No Computerese! 

Useful Tasks... 

...And the Easiest Way 
to Do Them 

A Quick Overview 

A Final Word (or Two) 




M icrosoft Office 98 Macintosh Edition At a Glance is 
for anyone who wants to get the most from 
their computer and their software with the least amount 
of time and effort. You'll find this book to be a 
straightforward, easy-to-read reference tool. With the 
premise that your computer should work for you, not you 
for it, this book's purpose is to help you get your work 
done quickly and efficiently so that you can get away 
from the computer and live your life. 



About 
At a Glance 



No Computerese! 

Let's face it — when there's a task you don't know how to 
do but you need to get it done in a hurry, or when you're 
stuck in the middle of a task and can't figure out what to 
do next, there's nothing more fnistrating than having to 
read page after page of technical background material. 

You want the information you need — nothing more, 
nothing less — and you want it now! And it should be easy 
to find and understand. 

That's what this book is all about. It's written in plain 
English — no technical jargon and no computerese. 

There's no single task in the book that takes more than 
two pages. Just look up the task in the index or the table 
of contents, turn to the page, and there's the information. 
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laid out step by step and accompanied by a graphic 
that adds visual clarity. You don't get bogged down by 
the whys and wherefores; just follow the steps, look at 
the illustrations, and get your work done with a 
minimum of hassle. 

Occasionally you might want to turn to another page 
if the procedure you're working on has a "See Also" in the 
left column. That's because there's a lot of overlap among 
tasks, and we didn't want to keep repeating ourselves. 
We've also scattered some useful tips here and there, and 
thrown in a "Try This" once in a while, but by and large 
we've tried to remain true to the heart and soul of the 
book, which is that information you need should be 
available to you at a glance. 



Useful Tasks... 

Whether you use Office 98 Macintosh Edition for work, 
play, or some of each, we've tried to pack this book 
with procedures for everything we could think of that 
you might want to do, from the simplest tasks to some 
of the more esoteric ones. 



...And the Easiest Way to Do Them 

Another thing we've tried to do in Office 98 Macintosh 
Edition At a Glance is to find and document the easiest 
way to accomplish a task. Office often provides many 
ways to accomplish a single end result, which can be 
daunting or delightful, depending on the way you like 
to work. If you tend to stick with one favorite and 
familiar approach, we think the methods described in 
this book are the way to go. If you like trying out 
alternative techniques, go ahead! The intuitiveness of 
Office invites exploration, and you're likely to discover 
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ways of doing things that you think are easier or that 
you like better. If you do, that's great! It's exactly what 
the creators of Office 98 Macintosh Edition had in 
mind when they provided so many alternatives. 



A Quick Overview 

This book isn't meant to be read in any particular 
order. It's designed so that you can jump in, get the 
information you need, and then close the book and 
keep it near your computer until the next time you 
need it. But that doesn't mean we scattered the 
information about with wild abandon. If you were to 
read the book from front to back, you'd find a logical 
progression from the simple tasks to the more complex 
ones. Here's a quick overview. 

Sections 2 and 3 of the book cover the basics: 
starting Microsoft Office 98 Macintosh programs; 
working with menus, toolbars, and dialog boxes; 
getting help; creating and opening files; editing your 
text; making corrections; saving documents; closing 
documents; and exiting programs. 

Section 4 describes tasks for exploring the Internet 
with Office 98 programs: inserting and using 
hyperlinks; navigating hyperlinks, searching the Web; 
creating and saving documents for the Web; and 
previewing Web pages from your computer or the 
Internet. 

Sections 5 through 7 describe tasks for creating 
documents with Microsoft Word: changing document 
views; formatting text for emphasis; creating form 
letters; creating and modifying tables; adding desktop 
publishing effects, checking your spelling, grammar, 
and word usage; and printing documents. 



Sections 8 through 10 describe tasks for creating 
spreadsheets with Microsoft Excel: entering labels and 
numbers; creating formulas; creating charts, lists, and 
PivotTables; creating and modifying templates; 
consolidating data; creating "what-if" scenarios; 
generating multiple page reports; and recording and 
running macros. 

Sections 1 1 and 12 describe tasks for creating 
presentations with Microsoft PowerPoint: creating a 
new presentation; developing an outline; preparing 
speaker notes and handouts; adding a header and 
footer; inserting slides, charts, clip art, pictures, 
sounds, and movies; applying color schemes and 
animations; and creating slide shows. 

Section 13 describes tasks for integrating 
information from Office 98 programs: sharing 
information between programs; embedding and 
linking files between programs; publishing and 
subscribing to an edition; creating Word documents 
with Excel data; creating PowerPoint presentations 
with Word text; sending files in e-mail messages; and 
exchanging messages using Outlook Express. 
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A Final Word (or Two) 

We had three goals in writing this book, and here 
they are: 

♦ Whatever you want to do, we want the book to 
help you get it done. 

♦ We want the book to help you discover how to do 
things you didn't know you wanted to do. 

♦ And, finally, we want the book to help you enjoy 
doing your work with Office 98. 

We hope you'll have as much fun using Office 98 
Macintosh Edition At a Glance as we've had writing it. If 
you have any comments or suggestions regarding this 
book, visit our Web site at www.perspection.com . The best 
way to learn is by doing, and that's what we hope you'll 
get from this book. 

Jump right in! 
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Installing Office 98 

Starting an Office 98 
Program 

Creating a New File 
Opening an Existing File 
Saving a File 




icrosoft Office 98 is simple to use so you can 
1 focus on the important challenge — your 
work. What's more, all the Office 98 Macintosh 
programs — Word, Excel, and PowerPoint — function 
alike in many ways. 



Working Efficiently with Office 98 



Getting 
Started 
with 
Office 98 



Getting Help in an Office 
98 Program 

Getting Help from the 
Office Assistant 

Working with Windows 

Closing a File 

Quitting an Office 98 
Program 



Every Office 98 program contains several identical 
commands and buttons, which allow you to perform 
basic actions the same way, no matter which program 
you happen to be working in. For example, when you 
click the Open button on the Standard toolbar in Word, 
Excel, or PowerPoint, the same Open dialog box appears. 
Similarly, the Close box for any document window in 
Office 98 is identical. 

In Office 98, you can perform many common tasks in 
several different ways. The method you choose depends 
on your personal preference. For example, suppose you 
need to start a program and open a document. You could 
start the program first and then open the file from within 
the program. Or you could open the file and its 
associated program at the same time. The choice is 
yours. 
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Installing 
Office 98 



To take advantage of the 
latest Apple technologies, 
Microsoft Office 98 for the 
Macintosh is designed to run 
on PowerPC-based comput- 
ers using the Mac OS 8.0 or 
later. Drag-and-drop installa- 
tion makes it easy to set up 
and manage Office 98. You 
simply drag the Microsoft 
Office 98 folder from the 
Microsoft Office 98 CD-ftOM 
to a local hard or network 
drive. Office 98 also enables 
you to customize installa- 
tions to meet unique require- 
ments. You can also install 
Office 98 program enhance- 
ments and components from 
the Value Pack. Although not 
part of the standard installa- 
tion, you can also install 
Microsoft Internet solutions: 
Outlook Express (an Internet 
e-mail program) and Internet 
Explorer (an Internet 
browser). 



Install Office 98 Using 
Drag-and-Drop 




Insert the Microsoft Office 
98 CD-ROM into the CD- 



ROM drive. 




Double-click the Microsoft 
Office 98 icon, if necessary. 




Drag the Microsoft Office 
98 folder icon to the hard 
drive icon on the Desktop. 



In this case, the hard drive 
icon is called Macintosh 
HD. 



Install Office 98 Using 
the Custom Installer 




Insert the Microsoft Office 
98 CD-ROM into the CD- 



ROM drive. 




Double-click the Office 
Custom Install folder. 




Double-click the Microsoft 
Office Installer icon. 




Click the pop-up menu, 
and then select Custom 
Install. 




Click the component check 
boxes that you want to 
install. 




Click Install. 
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TIP 



Install components from 
the Value Pack. The Value 
Puck located on the Microsoft 
Office 98 CD-ROM provides 
you with utilities, tools, and 
files to help you use Office 98 
more efficiently and effectively. 
Check it out! 




Value Pack Installer icon 



Install Components 
from the Value Pack 




Insert the Microsoft Office 
98 CD-ROM into the CD- 
ROM drive. 



Double-click the Value Pack 
folder. 



Double-click the Value Pack 
Installer icon. 




Click the component check 
boxes that you want to 
install. 




Click Install. 



TIP 



Self-repairing programs. If 

you change the name of your 
hard drive, drag folders to new 
locations, or clean out the 
system Extensions folder. Office 
98 programs detect the 
changes, and then replace files 
and change settings. 



TIP 



Uninstall Office 98 or 
previous Office versions. 

The Microsoft Office Installer 
can remove Office 98 or a 
previous version from a local or 
network drive, regardless of 
how Office was initially 
installed. 



Install Microsoft 
Internet Solutions 




Insert the Microsoft Office 
98 CD-ROM into the CD- 
ROM drive. 




Double-click the Microsoft 
Internet folder. 



Double-click the Installer 
icon for the Microsoft 
Internet solution you want 
to install. 




Click Accept to the license 
agreement. 




Click Install. 
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Starting an 
Office 98 
Program 

All Office 98 programs start 
in the same two ways: either 
from the Microsoft Office 98 
folder on your hard drive or 
from the Office Manager. The 
Office Manager is probably 
more convenient because it 
saves a few mouse clicks. By 
providing different ways to 
start a program, Office 98 
enables you to customize the 
way you work and to switch 
from program to program 
with a click of a button. 




Microsoft Office 98 icon 



Start an Office 98 
Program from the 
Desktop 




Double-click the hard drive 
icon on the Desktop with 
the Office 98 folder. 




Double-click the Microsoft 
Office 98 folder icon. 



Double-click the Office 98 
program icon you want to 
open. 



Start an Office 98 
Program Using the 
Office Manager 




Click the Office Manager 
icon on the Desktop menu 
bar. 




Click the Office 98 program 
icon you want to start. 



Install the Office 
Manager. Inseit the Microsoft 
Office 98 CD-ROM, open the 
Value Pack folder, double-click 
the Value Pack Installer, click 
the Microsoft Office Manager 
check box, and then click 



Install. 



8 Microsoft Ofi-ice 98 Macin tosh Edition At a Glance 




3:00 PM 



About Office Manager. 

W Microsoft Word 
^ Microsoft Excel 
!■! Kficrosoft PowerPoint 
Microsoft Internet Explorer 
^ Microsoft Outlook Express 
Ol^icrosoft Bookshelf _ 
y" Finder 
Rfl Customize... 

2) Office Manager Help 




Creating a 
New File 



There are two common ways 
to create a new file: start an 
Office 98 program or choose 
the New command from 
within an Office 98 program. 
When you start an Office 98 
program, a program window 
opens, displaying a blank 
document or a wizard. A 
wizard helps you get started. 
From within an Office 98 
program, you can choose the 
New command, and then 
select a document style to 
create a new file. The Office 
98 programs provide you 
with a variety of document 
styles to choose from to help 
you create a new file. 



TIP 



Create a blank file 
quickly. Click the New button 
on the Standard toolbar. 



SEE ALSO 



See "Choosing Tenifdates nr 
Wizards" on page 26 for 
inforniation on choosing a 
document style from the New 
dialog box. 



Create a New File from 
the Desktop 




Double-click the hard drive 
icon on the Desktop with 
the Office 98 folder. 




Double-click the Microsoft 
Office 98 folder Icon. 



Double-click the Office 98 
program icon you want to 
open. 



A program window opens, 
displaying a blank 
document or a dialog box. 



Create a New File from 
Within a Program 




Click the File menu, and 
then click New. 




Click the tab for the type of 
document you want to 
create. 




Click the Document option 
button. 



© 

© 



Click a document style. 
Click OK. 
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Opening an 
Existing File 

Before you can begin 
working, you need to open a 
document to work on. There 
are two common ways to 
open an existing file: open 
the file and the program in 
which it was created at one 
time, or open the file from 
within its Office 98 program. 
If you have difficulty 
remembering where or 
under what name you stored 
a particular file, you can 
locate the file using the Find 
File option in the Open 
dialog box. 



Open button 



TIP 



Use the File menu to open 
a recent file. You can open 
any of the four most recent files 
on which you worked in any 
Office program by clicking the 
appropriate filename at the 
bottom of the File menu. 



Open an Existing File 
from the Desktop 




Double-click the hard drive 
icon in which the file is 
stored. 




Double-click the folder In 
which the file Is stored. 




Double-click a filename to 
start the program and 
open that file. 



Open an Existing File 
from Within a Program 




Click the Open button on 
the Standard toolbar. 



Click the Select A Docu- 
ment pop-up menu, and 
then select the drive where 
the file is located. 




If necessary, double-click 
the folder in which the file 
is stored. 



Click the List Files Of Type 
pop-up menu, and then 
select the type of file you 
want to open. 




Double-click the file you 
want to open. 
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Select a Document: 



I O Macintosh W) 



d Assistants 
Q; Document 

d Microsoft internet Applications 
d Microsoft Office 98 
d Project Files 
d Stationery 
d Status Reports 
d System Folder 

d Utilities 



I 



^Macintosh HD 
I Eject I 
I Desktop I 

I Cancel | 

I Find File., | 



List Flies of Type: 
f Readable Files 




□ Read Only 






TIP 



Use Advanced Search to 
find files, hi the Search 
dialog box, you can click the 
Advanced Search button to 
find files by document 
summary information or the 
creation or last saved date. 



SEE ALSO 



See "Choosing Menu and 
Dialog Box Options" on page 
22 for information about using 
dialog boxes. 



TIP 



Open Office 97 files for 
Windows and NT. Office 98 
for the Macintosh is 100% 
compatible with Office 97 for 
Windows and NT. To open an 
Office 97 file, transfer the file 
to the Macintosh, start the 
Office 98 program, click the 
File menu, dick Open, click the 
List Files Of Type pop-up 
menu, select All Files, select 
the file you want to open, then 
click Open. 



Find a File Quickly 
Using the Open 
Dialog Box 




Click the Open button on 
the Standard toolbar. 



© 
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Click Find File. 

Enter the name of the file 
you want to find. 



Click the File Type pop-up 
menu, and then select the 
file type you want to find. 




Click the Location pop-up 
menu, and then select the 
drive you want to search. 




Click Save Search As, enter 
a search name, and then 
click OK to save the search 
criteria (optional). 




Click OK. 



Select a Document: 
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Clipart 




1 Eject 1 


Q; Document 
Cl Office 
d Readme 

d Shared Applications 
d Templates 




1 Desktop 1 

I Cancel | 

II Open 1 






( Find File... f 


List Files of Type: 






1 Readable riles 


^ □ Read Only 
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Saving a File 

Saving your files frequently 
ensures you don't lose work 
in case of an unexpected 
power loss. The first time you 
save, you must specify a 
filename and folder in the 
Save As dialog box. The next 
time you save, Office saves 
the file with the same name 
in the same folder. If you 
want to change a file's name 
or save it in a new folder, you 
must use the Save As dialog 
box again, which actually 
creates a copy of the original 
file. If you haven't saved your 
work before you close a file, a 
dialog box opens, asking if 
you want to save your 
changes. 



TIP 



What's the difference 
between the Save and Save 
As commands? The Save 
command saves a copy of your 
current document to a 
previously specified name and 
location. The Save As command 
creates a copy of your aurent 
doamient with a new name, 
location, or type. 



Save a File for 
the First Time 




Click the Save button on 
the Standard toolbar. 




Click the pop-up menu, 
and then select the drive 
where you want to save 
the file. 




Double-click the folder In 
which you want to save 
the file. 




Type a name for the file, or 
use the suggested name. 




Click Save. 



Save a File with 
Another Name 




Click the File menu, and 
then click Save As. 




Type a new name for the 
file. 




Click Save. 
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TIP 



Use Save Options to create 
a backup copy of a file. 

Click the File menu, click Save 
As, click Options, click the 
Always Create Backup Copy 
check box, and then click OK. 
When you save a file, a backup 
copy is automatically saved. 



TIP 



Use file types to save a file. 

i4 file type specifies the 
document format (for example, 
a template) and the program 
version in which a file was 
aeated (for example. Word 
7.0). You might want to change 
the document fonnat or 
program and version if you're 
sharing files with someone who 
has an earlier version of a 
program or is working with 
Office 97 for Windows. 



Save a File in a 
Different Folder 




Click the File menu, and 
then click Save As. 




Click the pop-up menu, 
and then select the drive 
where you want to save the 
file. 




Double-click the folder In 
which you want to save 
the file. 




Click Save. 



Save a File as a 
Different Type 




Click the File menu, and 
then click Save As. 



^2^ Click the Save File As Type 
pop-up menu, and then 
select the file type you 
want. 




Click Save. 



SEE ALSO 



See "Importing and Exporting 
Files" on page 222 for more 
information about saving a 
document as another file type. 
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Click here to save a document in 
Word for Windows 95 formal. 
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Getting Help 
in an Office 
98 Program 

At some point, everyone has 
a question or two about the 
program they are using. 
Office 98's online Help 
system provides the answers 
you need. With balloon help, 
you are a mouse-pointer 
away whenever you want 
information about anything 
you see on the screen or in a 
dialog box. You can get 
balloon help by clicking the 
Help menu and then click 
Show Balloons. In addition, 
you can also search an 
extensive catalog of Help 
topics to locate general or 
specific information. 



Locate Information 
with Balloon Help 

Click the Help menu, and 
then click Show Balloons. 




Point to items on the screen 
that you want more 
information about. 



When you are finished, click 
the Help menu, and then 
click Hide Balloons. 



Locate Information 
from the Table of 
Contents 




Click the Help menu, and 
then click Contents And 
Index. 




Click a topic that relates 
most closely to the 
information you want. 




Click a subtopic to find the 
information you want. 



When you are finished, click 
the Close box on the Help 
window. 
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SEE ALSO 



See "'Getting Help from the 
Office Asshtanr on pi^e 16 
for infomuition about finding 
out how to accomplish a 
certain task. 



TRY THIS 



Get information about the 
Web. In ever}' Office 98 
program, you can get 
information about the World 
Wide Web. Click the Help 
menu, and then click I lelp On 
The Web. 



Locate Information 
about a Particular Topic 




Click the Help menu, and 
then click Contents And 
Index. 



© 



Click the Index button. 



Type a word about which 
you want more informa- 
tion. As you type each 
letter of the word or topic, 
the topics list scrolls. 




Click a topic from the list 
that relates most closely to 
the information you want, 
and then click Show Topics. 




Click a specific topic, and 
then click Go To. 




After reading the Help 
window, click the Close box 
on the Help window. 



Type a word or select from the list, then choose Show 

Topics. 

cell data, editing — ^ 



CEILING worksheet function 



□ 




ceil data, clearing 

ceil data, copying and moving 

cell data, displaying 



cell data, editing 



cell data, error values 
I cell data, finding or replacing 




I Show Topics I 



Select a topic, then choose Co To. 



Edit cell contents 
Undo mistakes 
Troubleshoot editing data 



Enter data in worksheet cells 



1 



I Enter 



numbers with decimal places or trailing z~. I 



I Cancel | [j Go To 



Click a specific topic here. 




Click to look up another topic. 



Click to display another Help window. 
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Getting Help 
from the 
Office 
Assistant 



Often the easiest way to 
learn how to accomplish a 
certain task is to ask some- 
one who knows. Now, with 
Office 98; that knowledge- 
able friend is always avail- 
able in the form of the Office 
Assistant. You just tell the 
Assistant what you want to 
do in everyday language, and 
the Assistant walks you 
through the process step by 
step. And if Max's personality 
doesn't appeal to you, you 
can choose from a variety of 
other Assistants. 



Ask the Office 
Assistant for Help 

Click the Office Assistant 
button on the Standard 
toolbar, or click the open 
Office Assistant window. 




Type the task you need help 
with in the box. 



© 

© 



Click Search. 

Click the topic you want 
help with. 



After you're done, click the 
Close box on the Help 
window. 




Click the Close box on the 
Office Assistant window. 




Office Assistant button 
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Max: 

an Office Assistant 



TIP 



Install more Office 
Assistants. Double-click the 
Value Pack Installer icon on 
the Microsoft Office 98 CD- 
ROM, click the Assistants 
check box, and then click 
Install. 



TIP 



Use the Office Assistant to 
get useful tips. When a li^ht 
bulb appears on the Office 
Assistant button on the 
Standard toolbar or in the open 
Office Assistant window, the 
Assistant has a suggestion for a 
simpler or more efficient way to 
accomptish a task, fust click the 
Office Assistant button or 
window to see the suggestion. 



Choose an Assistant 




Click the Office Assistant 
button on the Standard 
toolbar. 



© 

© 

© 



Click Options. 

Click the Gallery tab. 

Click the Next and Back 
buttons to preview 
different Assistants. 




Leave the Assistant you 
want to use visible. 




Click OK. 



Change Office 
Assistant Options 




Click the Office Assistant 
button on the Standard 
toolbar. 



© 

© 

© 



Click Options. 

Click the Options tab. 

Click the check boxes with 
the Office Assistant options 
you want to turn on or off. 




Click OK. 




Use this tab to customize the Office Assistant 
with more advanced features. 



o 



o 



o 




o 



e 
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Working 

with 

Windows 



Every Office program opens 
with a document window, 
where you create and edit 
your various documents. In 
most situations, you'll 
probably have only one 
window filling the entire 
screen at once. But when 
moving or copying informa- 
tion between windows, it's 
sometimes easier to see 
several windows at once. 



SEE ALSO 



See "Working with Multiple 
Documents" on page 68 for 
infonnation on \'iewing 
multiple doannent windows 
within a program. 



TIP 



Create a duplicate 
window. Click the Window 
menu, and then click New 
Window to create a copy of the 
active window. 



Resize and Move a 
Window 

Use sizing boxes or the mouse 
pointer to resize and move the 
document window: 

♦ Zoom box 

Click to make a window fill 
the entire screen. Click again 
to return the window to its 
original size. 

♦ Collapse box/Expand box 

Click to hide a window 
leaving the title bar. Click 
again to show the window. 

♦ Mouse pointer 

Drag a window's borders to 
resize it, or drag a title bar to 
move it. 



Arrange Multiple 
Open Windows 




Click the Window menu 
and then click Arrange All, 
or Arrange (for Excel). 



All the open document 
windows resize to fill the 
entire screen. 




Click the Window menu, 
and then click the docu- 
ment you want to work on, 
or click In the window 
(becomes the active 
window). 
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Active window 



Zoom box Collapse box/Expand box 




Drag to resize the window. 









Closing a File 

When you finish working on 
a file but do not want to exit 
the Office 98 program, you 
can close the file and then 
work on another file. If you 
try to close a document 
without saving your final 
changes, a dialog box 
appears, asking if you would 
like to do so. 



Close a File 




Click the File menu and 
then click Close, or click the 
Close box on the document 
window title bar. 



If necessary, click Save to 
save your changes. 




Close box 



SEE ALSO 



See "Saving a File" on page 12 
for infonnation on saving 
changes to your doatments. 



o 





Getting Stari ed wh h Omc:E 98 



19 





Quitting an 
Office 98 
Program 

When you finally decide to 
stop working for the day, the 
last things you need to do 
are close any documents 
that are open and close any 
programs that are running. 
You can close each docu- 
ment and its program 
separately. Or you can close 
everything at once by 
quitting the program. Either 
way, if you try to close a 
document without saving 
your final changes, a dialog 
box appears, asking if you 
would like to do so. 



Quit an Office 98 
Program 




Click the File menu, and 
then click Quit. 



If necessary, click Save to 
save any changes you made 
to your open documents 
before the program quits. 



SEE ALSO 



See ''Closing a File" on page 19 
for information on closing a 
document. 



TIP 



Hide a program. Instead of 
(putting a program temporarily, 
hide the program and then 
display it when you want. Click 
the Application menu, and 
then select the program you 
want to hide. 
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Choosing Menu and Dialog 
Box Options 

Working with Toolbars 

Choosing Templates and 
Wizards 

Editing Your Text 

Finding and Replacing 
Text 

AutoCorrecting Your Text 

Making Corrections 

Reviewing Your Work 

Selecting, Moving, and 
Resizing Objects 

Drawing and Enhancing 
Objects 

Adding WordArt 

Adding and Modifying 
Media Clips 

Creating an Organization 
Chart 



I 



T he great advantage of the many programs that 
make up Microsoft Office 98 is that they're 
designed to work together to allow you to focus on what 
you need to do, rather than how. 

Similai* Look and Function 

When you start an Office 98 program, a document 
window opens, which contains a menu bar (access to 
the program's commands) and several toolbars (with 
buttons for the most commonly used commands). In 
this document window, you can create spreadsheets, 
letters, presentations, or reports, depending on the 
program. Each document window also contains sizing 
boxes (which allow you to resize the document window 
instantly). 

Once you learn to use menus, toolbars, dialog 
boxes, and sizing boxes in one Office 98 program, you 
can apply the same techniques to all other Office 
programs. If you perform a task one way in Word 98, 
you probably already know how to perform the task in 
Excel 98 or PowerPoint 98. Go ahead and give it a try! 



Using 
Shaim 
Office 98 
Tools 



21 





Choosing 
Menu and 
Dialog Box 
Options 

A menu is a list of related 
commands. For example, an 
Edit menu contains com- 
mands for editing a docu- 
ment, such as Delete and 
Cut. A shortcut menu opens 
right where you're working 
and contains commands 
related to a specific object. 
Clicking a menu command 
that is followed by an ellipsis 
opens a dialog box, where 
you choose various options 
and settings and provide 
necessary information for 
completing the command. 

As you switch between 
programs, you'll find that all 
Office menus and dialog 
boxes look similar and work 
in the same way. 



TIP 



What are shortcut menus? 

A shortcut menu is a ^roup of 
related commands that appears 
when you hold down the 
Control key and click an item. 



Choose Menu 
Commands 




Click a menu name on the 
menu bar at the top of the 
program window, or hold 
down the Control key and 
click an object (such as a 
toolbar, spreadsheet cell, 
picture, or selected text). 




If the menu command you 
want is followed by an 
arrow, point to it to open a 
submenu of related 
commands. 




Click a menu command to 
choose that command or to 
open a dialog box. 



Choose Dialog Box 
Options 

An Office 98 dialog box can be 
extremely simple with only a 
few options or very complex 
with several sets of options on 
different tabs. Regardless of the 
number of choices, all dialog 
boxes look similar and use the 
same types of buttons, boxes, 
and lists, including: 

♦ Tab. Each tab groups a 
related set of options. Click a 
tab to display its options. 

♦ Option button. Click an 
option button to select it. 
You can usually select only 
one. 
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TIP 



Use keyboard shortcuts as 
alternatives to menu 
commands. If you see a 

keyboard shortcut (such as 
§6+^'^) to the right of a menu 
command, you can access the 
command faster by using a 
keyboard shortcut. To use a 
keyboard shortcut, press and 
hold the first key' indicated 
(such as §6), press the second 
key (such as V), and then 
release the keys. The §§ key 
is also referred to as the 
Command key. 



TIP 



Use the Tab key to 
navigate a dialog box. 

Rather than clicking to move 
around a dialog box, you can 
press the Tab key to move from 
one box to the next. 



♦ Checkbox. Click the check 
box to turn the option on or 
off. A check means the option 
is selected; a cleared box 
means it's not. 

♦ Spin box. Use this box to 
specify a value by clicking 
the up or down arrow to 
increase or decrease the 
number, or by typing the 
number you want in the box. 

♦ Pop-up menu. The menu 
contains a preset list of 
options. Click the pop-up 
menu to display the list, and 
then select the option you 
want. You might need to 
scroll to see all the available 
options. 

♦ Text box. Click in the box, 
and then type the specified 
information (such as a 
filename). 

♦ Preview box. Many dialog 
boxes contain an Image that 
changes to reflect the 
options you select. 

♦ Button. Click a button to 
perform a specific action or 
command. The most 
common button is the OK 
button, which confirms your 
selections and closes the 
dialog box. When you click a 
button whose name is 
followed by an ellipsis (...), 
another dialog box opens. 




Several dialog boxes require you to select a file or 
folder. Click the pop-up menu, and then select from 
a list of drives and folders on your computer. 



Lists the folders and documents 
available in the selected drive or 
folder. Double-click the one you 
want to open. 



Text box 
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Working 

with 

Toolbars 

Office 98 toolbars give you 
quick access lo frequently 
used menu commands with 
the click of a button. Most 
programs open with a 
Standard toolbar (with 
commands like Save and 
Print) and a Formatting 
toolbar (with commands for 
selecting fonts and sizes). 

You can also display toolbars 
designed for specific tasks, 
such as drawing pictures, 
importing data, or cTeating 
charts, as necessary. 



TIP 



Displaying the name of the 
toolbar button. To ftnd out 
the name of a toolbar button, 
position the pointer over the 
button on the toolbar. The 
name of the button, or 
Scree nTip, appears below the 
button. 



Display and 
Hide a Toolbar 

Click the View menu, and 
then point to Toolbars. 

Click the name of the 
toolbar you want to 
display or hide. 



Move and 
Resize a Toolbar 

♦ To move a docked (attached 
to one edge of the program) 
toolbar to a floating location, 
double-click or drag the gray 
bar on the left edge of the 
toolbar. 

♦ To move a floating (unat- 
tached) toolbar, click its title 
bar and drag it to a new 
location. 

♦ To change the size or shape of 
a floating toolbar, drag any 
border until the toolbar is the 
shape you want. 

♦ To return a floating toolbar to 
a docked location, drag Its 
title bar to an edge of the 
program. 
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Docked toolbar 



Floating toolbar 



Gray bar 



Drag the border to reshape a floating toolbar. 









TRY THIS 



Hide ScreenTips. To hide 
ScreenTips, click the View 
menu, point to Toolbars, dick 
Customize, click the Options 
tab, clear the Show ScreenTips 
On Toolbars check box, and 
then dick OK. 



TRY THIS 



Add the Shortcut Menus 
toolbar. Click the View 
menu, point to Toolbars, dick 
Customize, dick the Toolbars 
tab, click the Shortait Menus 
check box, and then dick 
Close. 



Customize a Toolbar 




Click the View menu, point 
to Toolbars, and then click 
Customize. 




If the toolbar you want to 
customize is not displayed, 
click the Toolbars tab, and 
then click the appropriate 
check box to select It. 



© 

© 



Click the Commands tab. 

To add a button to a 
toolbar, click the type of 
button you want to add in 
the Categories box, and 
then drag a button from 
the Commands box to the 
toolbar where you want it 
to appear. 




To move a button, drag it 
to a new location on any 
visible toolbar. 




To remove a button from a 
toolbar, drag It off the 
toolbar. 




When you're done, click 
Close. 




o 



o 
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Choosing 
Templates 
and Wizards 



Office 98 makes it easy to 
create many common 
documents based on a 
template or using a wizard. A 
template opens a document 
(such as a letter) with 
predefined formatting and 
placeholder text specifying 
what information you 
should enter (such as your 
address). A wizard walks you 
through the steps to create a 
finished document by asking 
you for information first. 
When you click Finish, the 
wizard creates a completely 
formatted document with 
the text you entered. 



Choose a Template 




Start an Office program, 
click the File menu, and 
then click New. 




Click the tab for the type of 
document you want to 
create, such as a letter. 




Click the template you 
want to use. 




Check the Preview box to 
make sure the template 
will create the right style of 
document. 



© 

© 



Click OK. 

Type text for placeholders 
such as "[Click here and 
type your letter text]" as 
indicated. 



TRY THIS 



Create your own 
letterhead. Try using the 
Memo Wizard to create a 
professional -style interoffice 
memo or personal letterhead. 
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Contains the Normal templates to create a 
blank document in any Office program 
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TIP 



Use a wizard to create 
complete documents. 

While you might think using a 
wizard to create a memo or fax 
takes more time than it's worth, 
wizards ensure that you include 
all the necessary information in 
your document. 



TIP 



How does Word create a 
document using a wizard? 

If you create a Word document 
using a wizard, Word bases the 
document on the Normal 
document template. However, 
the styles iLsed in the document 
reflect the fbmiatting that you 
select when responding to the 
wizard. 



SEE ALSO 



See "Applying a Sty'le" on page 
95 for infonjjatioti about styles 
used in tetJiplates. 



Choose and Navigate 
a Wizard 




Start an Office program, 
click the File menu, and 
then click New. 



( 2 ^ Click the tab for the type of 
document you want to 
create. 




Double-click a wizard icon 
you want to use. 




Read and select options (if 
necessary) in the first 
wizard dialog box. 




Click Next to move to the 
next wizard dialog box. 



Each wizard dialog box 
asks for different types of 
information. 




Select the options you 
want, and then click Next. 




When you reach the last 
wizard dialog box, click 
Finish. 




o 



o 




o 



Fill In the necessary 
information. 



5 
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Editing Your 
Text 



Before you can edit your text, 
you need to highlight, or 
select, the text you want to 
work with. Once you select 
the text, you can delete or 
replace it. You can also move 
(cut) or copy text within one 
document or between 
documents in different 
programs. In either case, the 
steps are the same. The text is 
stored on the Clipboard, a 
temporary storage area, until 
you cut or copy a new 
selection. You can also move 
or copy selected text to a new 
location without storing it on 
the Clipboard using a 
technique called drag-and- 
drop editing. 



SEE ALSO 



See "Working with Windows" 
on page 18 for information on 
how to open and display 
multiple windows. 



Select and Edit Text 




Position the pointer to the 
left or right of the text you 
want to select, and then 
click. 



You can press the Delete or 
Del key to remove indi- 
vidual characters. 



© 



Drag the pointer to 
highlight the text you want 
to select. 




Type to replace the 
selected text or press the 
Delete or Del key. 



Cut or Copy 
and Paste Text 




Select the text you want to 
move or copy. 



Click the Cut or Copy 
button on the Standard 
toolbar. 




Click where you want to 
insert the text. 




Click the Paste button on 
the Standard toolbar. 



SEE ALSO 



See "Selecting Text" on page 
71 for more infonnation on 
ways to select and edit your 
text. 
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TIP 



Use drag and drop to copy 
text. If you hold down the 
Option key while you drag your 
mouse, a plus sign (+) appears 
in the pointer box, indicating 
that you are dragging a copy of 
the selected text. 



SEE ALSO 



See "Selecting, Moving, and 
Resizing Objects" on page 36 
for information on working 
with objects. 



Drag and Drop Text 

If you want to drag and 
drop text between 
documents, display both 
document windows. 




Select the text you want to 
move or copy. 




To move the text to a new 
location, position the 
pointer over the selected 
text and then press and 
hold the mouse button. 




To copy the text and paste 
the copy in a new location, 
also press and hold the 
Option key. 



Drag the pointer to the 
new location. 




Release the mouse button 
(and the Option key, if 
necessary). 




© "Summary" dragged from one part of 
the Word document to another 
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Finding and 

Replacing 

Text 



The Find and Replace 
commands make it easy to 
search for and, if you want, 
replace specific text or 
formulas in a document. The 
Find And Replace dialog 
boxes vary slightly from one 
Office 98 program to the 
next, but the commands all 
work essentially the same 
way. 



TIP 



Things to remember when 
you search for text. When 
you replace text in Word or 
PowerPoint, a dialog box will 
notify you when you have 
reached the end of the 
document When you replace 
text in Excel, a dialog box will 
notify you when no more 
matching data is found. 



Find Text 




Position the cursor (or 
insertion point) at the 
beginning of the docu 
ment. 




Click the Edit menu, and 
then click Find. 




Type the text you want to 
locate in the Find What 
box. 




Click Find Next until the 
text you want to locate Is 
highlighted. 




If a dialog box opens when 
you reach the end of the 
document, as it does in 
some Office programs, 
click OK. 




When you're finished, click 
Close. 
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You might need to drag the dialog box out 
of the way to see the highlighted text. 



2 






TIP 



Find and replace special 
characters and document 
elements. In a Word 
doaiment, you can search for 
and replace special characters 
(for example, an em dash) and 
document elements (for 
example, a tab character). Click 
the More button in the Find 
And Replace dialog box, click 
Special, and then select the 
item you want from the pop-up 
menu. 



TIP 



Format text you find and 
replace. In a Word doaiment, 
you can search for and replace 
text with specific formatting 
features, such as a font and font 
size. Click the More bulton in 
the Find And Replace dialog 
box, click Format, click the 
fbnnatting option you want, 
and then complete the 
corresponding dialog box. 



TRY THIS 



Format your company 
name for greater impact. 

Find the name of your company 
in your latest marketing 
document that you created in 
Word. Replace it with a 
fbnnatted version of the 
company name (for example, 
specify a new font and size). 



Replace Text 




Position the cursor (or 
insertion point) at the 
beginning of the docu- 
ment. 




Click the Edit menu, and 
then click Replace. 




Type the text you want to 
search for in the Find What 
box. 




Type the replacement text 
In the Replace With box. 




Click Find Next to begin 
the search and highlight 
the next instance of the 
search text. 




Click Replace to substitute 
the replacement text and 
find the next instance of 
the search text, or click 
Find Next to locate the 
next instance of the search 
text without making a 
replacement. 




If a dialog box opens when 
you reach the end of the 
document, as It does In 
some Office programs, 
click OK. 




When you're finished. If 
necessary, click Close. 



Changes to Close 




o 



o 



e 



e 



o 



2 
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Auto- 
Correcting 
Your Text 

Since the dawn of typing, 
people have mistyped 
certain words or letter 
combinations consistently. 
How many times do you 
misspell "and" or hold down 
the Shift key too long? 
AiitoCorrect corrects common 
misspellings and incorrect 
capitalization as you type. It 
also replaces typed charac- 
ters, such as - (two hyphens), 
with typographical symbols, 
such as — (an em dash). 
What's more, you can add 
your personal problem words 
to the AutoCorrect list. In 
most cases, AutoCorrect 
won't correct errors until 
you've pressed the Return 
key or the spacebar. 



Replace Text 
as You Type 

♦ To correct incorrect capitaliza- 
tion or spelling errors 
automatically, continue 
typing until AutoCorrect 
makes the required correc- 
tion. 

♦ To replace two hyphens with 
an em dash, turn ordinals 
into superscripts (for 
example, 1st to V‘), or make 
a fraction stacked (for 
example, V2) continue 
typing until AutoCorrect 
makes the appropriate 
change. 
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EXAMPLES OF 


AUTOCORRECT CHANGES 


Type of Correction 


If You Type 


AutoCorrect 

Inserts 


Capitalization 


ann marie 


Ann Marie 


Capitalization 


microsoft 


Microsoft 


Capitalization 


thursday 


Thursday 


Superscript ordinals 


2nd 


2nd 


Stacked fractions 


1/2 


% 


Em dashes 


Madlson-a small 


Madison — a small 




city In southern 


city in southern 




Wisconsin-is a 


Wisconsin — is a 




nice place to live. 


nice place to live. 


Common typos 


accomodate 


accommodate 


Common typos 


can;t 


can't 


Common typos 


windoes 


windows 




TIP 



Use Undo to change an 
AutoCorrect change. To 

reverse an AutoCorrect change, 
click the Undo button on the 
Standard toolbar as soon as 
AutoCorrect makes the change. 



TIP 



You can create exceptions 
to AutoCorrect. You can also 
specify abbreviations and terms 
that you don't want 
AutoCorrect to automatically 
correct by clicking the 
Exceptions button and adding 
these items to the list of 
exceptions. 



TRY THIS 



Customize your 
AutoCorrect list. Add your 
commonly mistyped words to 
the AutoCorrect list. You can 
also add abbreviations. Type 
your initials (in lowercase 
letters preferably) in the Replace 
box and your full name in the 
With box. Then try it: type your 
initials and press the spacebar, 
and watch AutoCorrect display 
your name. 



Add AutoCorrect 
Entries 




Click the Tools menu, and 
then click AutoCorrect. 



If necessary, click the 
AutoCorrect tab. 




In the Replace box, type 
the Incorrect text you want 
AutoCorrect to correct. 




In the With box, type the 
text or symbols you want 
AutoCorrect to use as a 
replacement. 



Click Add. 

In Word, click any of the 
tabs to display AutoCorrect 
formatting settings. 




When you're finished, 
click OK. 




o 



o 



o 



e 



o 



o 
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Making 

Corrections 

Everyone makes mistakes 
and changes their mind at 
some point, especially when 
creating or revising a 
document. With Office 98 
you can instantly correct 
typing errors by pressing a 
key. You can also reverse 
more complicated actions, 
such as typing an entire 
word, formatting a para- 
graph, or creating a chart, 
with the Undo button. If you 
change your mind, you can 
just as easily click the Redo 
button to restore the action 
you undid. 



Undo or Redo an Action 
Using the Standard 
Toolbar 

♦ Click the Undo button to 
reverse your most recent 
action, such as typing a 
word, formatting a para- 
graph, or creating a chart. 

♦ Click the Redo button to 
restore the last action you 
reversed. 

♦ Click the Undo drop-down 
arrow, and then click the 
consecutive actions you want 
to reverse. 

♦ Click the Redo drop-down 
arrow, and then click the 
consecutive actions you want 
to restore. 



TIP 



Use undo or redo to 
reverse or repeat an 
action. To undo or redo a 
series of actions, continue 
clicking either the Undo or Redo 
button until you've re\^ersed or 
repeated the series of actions. 



TIP 



Use the keyboard to 
quickly undo your last 
action. Press 38+Z. To redo 
your undo, press §§+K 
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Undo drop-down arrow Redo drop-down arrow 



CORRECT TYPING ERRORS USING 


THE KEYBOARD 


To Delete 


Press 


One character at a time to the left of the 
Insertion point 


Delete 


One word at a time to the left of the 
insertion point 


§6+Delete 


One character at a time to the right of the 
insertion point 


Del 


One word at a time to the right of the 
Insertion point 


§§+Del 


Selected text 


Delete or Del 






Reviewing 
Your Work 



When you reveiw an Office 
98 document, you can insert 
your comments right on the 
document, spreadsheet, or 
presentation slide. The 
comments appears in yellow 
comment boxes (PowerPoint 
and Excel) or highlighted 
text (Word). You can move, 
resize, and reformat the text 
and the comment boxes just 
as you can any other object. 
You can also e-mail your 
Office 98 document and have 
others add their comments. 



TIP 



Hide or display comments 
quickly. Click the View menu, 
and then click Comments. 



SEE ALSO 



See "Inserting Comments" on 
page 110 for information on 
working with comments in 
Microsoft Word. 



Insert a comment 




Click in the document 
where you want to insert a 
comment. 




Click the Insert menu, and 
then click Comment. 




Type your comments, and 
then click outside the 
yellow comments box. 



In Excel, a red triangle in 
the corner of a cell 
indicates a comment. 



Review Comments Using 
the Reviewing Toolbar 




Click the View menu, 
point to Toolbars, and then 
click Reviewing. 



Click the Show/Hide (All) 
Comments button on the 
Reviewing toolbar to 
display comments. 




Click the Next Comment 
button or Previous Com- 
ment button on the 
Reviewing toolbar. If 
available. 




Comrrwnt 2 |H * I 

B . '90 Income 




Click to e-mail your document 
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Click to delete a comment 
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Selecting, 
Moving, and 
Resizing 
Objects 



Select and Deselect an 

Object 

♦ Click an object to display its 
handles. 

♦ Click within the document 
window to deselect a 
selected object. 



As you learn more about and 
use each Office 98 product, 
you will want to enhance 
your documents with more 
than just text or numbers. 

To do so, you can insert an 
object. An object is a picture 
or a graphic image you create 
with a drawing program or 
insert from an existing file of 
another program. For 
example, you can insert a 
company logo that you have 
drawn yourself, or you can 
insert a piece of clip art — 
pictures that come with 
Office 98. To work with an 
object, you need to select it 
first. Once an object is 
selected, you can resize or 
move it with its selection 
handles, the little squares 
that appear on the edge of 
the object when you click 
the object to select it. 



Move an Object 



© 

© 



Click an object to select it. 

Drag the object to a new 
location as shown by the 
dotted outline of the 
object. 




Release the mouse button 
to drop the object in the 
new location. 
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Unselected object 

This object has no handles, which means It is not selected. 




Selected object 

Square white handles appear around a selected object. 
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Working with Objects 

9 



Draw ’‘Ml AutoShapes ’X 







TIP 



What is a point? Points are 
a measurement unit used to 
size text and space in a 
document. One inch eijuats 72 
points. Usually body text is 10 
or 12 points. Headings are 
often 18, 24, or even 36 points. 
Apply different point sizes to 
your text to determine which 
size is best for your document. 



Resize an Object 

Click the object to be 
resized. 

Drag one of the sizing 
handles: 

♦ To resize the object in 
the vertical or horizon- 
tal direction, drag a 
sizing handle on the 
side of the selection 
box. 

♦ To resize the object 
proportionally in both 
the vertical and 
horizontal directions, 
drag a sizing handle on 
the corner of the 
selection box. 



Resize an Object 
Precisely 




Click the object to be 
resized. 




Click the Format menu, and 
then click Object, Picture, 
or AutoShape, depending 
on the Office program you 
are using. 



Click the Size tab. 

Click the Scale Height and 
Width spin arrows to resize 
the object. 




Click OK. 





o 



o 



5 
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Drawing and 

Enhancing 

Objects 

Drawn objects, like curved 
lines or lightning bolts, can 
liven up your document or 
help make your point. Using 
the options on the Drawing 
toolbar, you can draw 
numerous objects without 
leaving the program you 
happen to be working in. 
After you add an object to 
your document, you can 
improve on it with a host of 
colors, and special effects 
that reflect you, your 
company, or your organiza- 
tion. Simply select the object 
you want to enhance, and 
then select the effect you 
prefer. To make your docu- 
ments easy to read, take care 
not to add too many lines, 
shapes, or other objects. 



Draw Lines and Shapes 




Click the View menu, point 
to Toolbars, and then click 
Drawing. 



( 2 ^ Click the AutoShapes 
button on the Drawing 
toolbar, point to Lines or 
Basic Shapes, and then 
select the line or the shape 
you want. 




Click in the document 
window, drag the pointer 
until the line or the shape is 
the size you want, and 
then release the mouse 
button. 




If you make a mistake, click 
the Edit menu, and then 
click Undo, or press the 
Delete key while the line or 
shape is still selected and 
try again. 
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Click to draw a straignt line. 
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When drawing some curvy lines, you need to click the 
mouse button once for every curve you want. 



Some examples of lines and shapes you 
can draw using the Drawing toolbar. 






TIP 



Use the Drawing toolbar 
to align, group, or rotate 
objects. Click Draw on the 
Drawing toolbar to use 
commands to sroup, reorder, 
align or distribute, and rotate or 
flip objects. 



SEE ALSO 



See "Selecting, Moving, and 
Resizing Objects" on page 36 
for infonnation on working 
with objects. 



TRY THIS 



Create a design or a logo 
to add to all your personal 
correspondence. Combine 
colors and shadows or colors 
and 3-D for the most dramatic 
effects. 



Add Color, Shadows, 
and 3-D Effects 

Before you can add color, 
shadows, or 3-D effects to an 
object, you need to open the 
Drawing toolbar. 

♦ To fill a selected shape with 
color, click the Fill Color 
drop-down arrow, and then 
select the color you want. 

♦ To change the line color of a 
selected object, click the 
Line Color drop-down arrow, 
and then select the color you 
want. 

♦ To change the line style of a 
selected object, click the Line 
Style button or the Dash Style 
button, and then select the 
style you want. 

♦ To change the line arrow style 
of a selected line object, click 
the Arrow Style button, and 
then select the style you 
want. 

♦ To add a shadow to a 
selected object, click the 
Shadow button, and then 
select the shadow you want. 

♦ To add 3-D to a selected 
object or text, click the 3-D 
button, and then select the 
3-D effect you want or click 
3-D Settings to open the 3-D 
Settings toolbar. 




Colored line 



Colored shape 



Color drop-down arrow 




3-D shape 



Shadowed shape 



3-D button 
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Adding 

WordArt 



ro add life to your docu- 
ments, you can add a 
WordArt object to your 
document. WordArt is a 
Microsoft Office program 
that allows you to add visual 
enhancements to your text 
that go beyond changing a 
font or a font size. You can 
select a WordArt style that 
stretches your text vertically, 
horizontally, or diagonally. 
Like many enhancements 
you can add to a document, 
WordArt is an object that you 
can move and reshape. 



Create WordArt 




Click the Drawing button 
on the Standard toolbar. 



Click the WordArt button 
on the Drawing toolbar. 

Double-click the style of 
text you want to Insert. 




Type the text you want in 
the Edit WordArt Text 
dialog box. 



Click the Font pop-up 
menu, and then select the 
font you want. 




Click the Size pop-up 
menu, and then select the 
font size you want, 
measured in points. 




If you want, click the Bold 
button, the Italic button, 
or both. 




Click OK. 



Insert WordArt button 
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TIP 



Use other WordArt toolbar 
buttons. Use the WnrdAri 
toolbar buttons to rotate your 
WordArt object, change its 
alignment, and customize the 
spacing between each character. 



TIP 



Displaying the WordArt 
toolbar. When you click a 
WordArt object, its selection 
handles and the WordArt 
toolbar reappear. 



With the WordArt object 
selected, drag any handle 
to reshape the object until 
the text is the size you 
want. 



(l^ Use the WordArt toolbar 
buttons to format or edit 
the WordArt object text 
even more. 



(l^ Drag the WordArt object to 
the location you want. 



Click outside the WordArt 
object to deselect It and 
close the toolbar. 



TRY THIS 



Create a neighborhood 
newsletter. Create a 
newsletter for your 
neighborhood's crime- wa tch 
group. Use WordArt for the title 
of the newsletter and some of 
the article titles. 



TIP 



Use the keyboard to delete 
a WordArt object. Select the 
object, and then press Delete. 
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USING WORDART TOOLBAR BUTTONS 


Icon 


Button Name 


Description 




4 


Insert WordArt 


Create new WordArt 






Edit the existing text in a 
WordArt object 




1 L.UIL ICAU 

Edit Text...! 











WordArt Gallery 


Choose a new style for 
existing WordArt 






Format WordArt 


Change the attributes of 
existing WordArt 




Atfs 


WordArt Shape 


Modify the shape of an 
existing WordArt object 






Free Rotate 


Rotate an existing object 




Aa 


WordArt Same 
Letter Heights 


Make uppercase and lowercase 
letters the same height 




Ab 

b^ 


WordArt Vertical 


Change horizontal letters into 
a text vertical formation 






WordArt Alignment 


Change the alignment of an 
existing object 




AV 

4 — ► 


WordArt Character 
Spacing 


Change the spacing between 
characters 
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Adding and 
Modifying 
Media Clips 

You can add pictures, 
sounds, and videos to Office 
documents. Your company 
might have a logo that it 
includes in all Office 
documents. Or you might 
want to use clip art, copy- 
right-free graphics, in your 
document for a special 
presentation you need to 
give. A picture is any graphic 
object that you insert as a 
single unit. You can insert 
pictures that you've created 
in a drawing program or 
scanned in, or you can insert 
clip art. If you have inserted a 
picture, you can crop or cut 
out an image by hand using 
the Crop tool on the Picture 
toolbar. To further modify an 
image, you can change its 
color to default colors 
(automatic), grayscale, black 
and white, or watermark. 



Insert Clip Art from the 
Clip Gallery 




Select the position where 
you want to insert a media 
clip. 




Click the Insert menu, point 
to Picture, and then click 
Clip Art. 



Click the tab (Clip Art, 
Pictures, Sounds, or Videos) 
for the type of clip media 
you want to insert. 




Click a category in the list 
on the left. 




Click a media clip in the 
box. If necessary, scroll to 
see what is available. 




Click Insert. 



Insert a Picture 




Click in the document 
where you want to insert 
the picture. 




Click the Insert menu, point 
to Picture, and then click 
From File. 




Open the folder where your 
picture is stored. 




Click the image you want 
to use. 




Click Insert. 
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Crop button 



TIP 



Display the Picture 
toolbar. If the Picture toolbar 
does not appear when you 
select a picture or clip art, click 
the View menu , point to 
Toolbars, and then click 
Picture. 



Crop an Image Quickly 



© 

© 



Click the image. 

Click the Crop button on 
the Picture toolbar. 



Drag the sizing handles 
until the borders surround 
the area you want to crop. 



TIP 



Change a picture's 
brightness and contrast. 

Select a picture, and theji click 
the More Brightness or Less 
Brighttiess button on the 
Picture toolbar, or click the 
More Contrast or Less Contrast 
button to the desired effect. 






TIP 



Add a border to a picture. 

Select a picture, click the Line 
Style button on the Picture 
toolbar, and then click the line 
style you want. 



Choose a Color Type 

Click the object whose color 
you want to change. 

Click the Image Control 
button on the Picture 
toolbar. 

( 3 ^ Click one of the Image 
Control options: 

♦ Automatic (default 
coloring) 

♦ Grayscale (whites, 
blacks, and grays) 

♦ Black & White (white 
and black) 

♦ Watermark (whites and 
very light colors) 
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.Directions 



Whae do we go from 
here'? 

Bmmstcnmng 
Action items 
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Creating an 

Organization 

Chart 



An or^^anization chart shows 
the personnel structure in an 
organization. You can insert 
an organization chart in an 
Office 98 document using 
Microsoft Organization 
Chart. When you insert an 
organization chart, chart 
boxes appear into which you 
enter company personnel. 
Each box is identified by its 
position in the chart. 
Managers, for example, are at 
the top, while Subordinates 
are below, Co-workers to the 
sides, and so on. 



TIP 



Edit an organization 
chart. Double-click the 
Organization Chart object 



TIP 



Change an organization 
chart style. Click the Edit 
menu, point to Select, click All, 
click the Styles menu, and then 
click a chart style. 



Create a New 
Organization Chart 




Click the Insert menu, point 
to Picture, and then click 
Organization Chart. 



You can also click the Insert 
menu, click Object, and 
then double-click Microsoft 
Organization Chart 2.0. 




In the open chart box at the 
top, type a name. 




To add a chart box, click a 
chart box type button on 
the toolbar, and then click 
the chart box you want to 
add a new chart box to. 




Click in a chart box, select 
the sample text, and then 
type a name or text. 




Click the File menu, and 
then click Quit And Return. 



Format an 
Organization Chart 




In Organization Chart, click 
the Edit menu, point to 
Select, and then click a 
command to select the 
chart boxes you want to 
format. 




Click the Boxes or Lines 
menu, point to the area you 
want to format, and then 
click the format option you 
want to choose. 
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IN THIS SECTION 



Inserting Hyperlinks 

Using and Removing 
Hyperlinks 

Getting Started with the 
Web Toolbar 

Jumping to Hyperlinked 
Documents 

Navigating Hyperlinked 
Documents 

Getting Information from 
the Web 

Returning to Favorite 
Documents 

Creating Documents for 
the Web 

Saving Documents for 
the Web 

Previewing Web Pages 




W orld Wide Web technology is now 

available for all your Microsoft Office 98 
documents. For better productivity and easier 
compilation of information, you can add hyperlinks 
(graphic or text objects you click to jump to other Office 
documents and intranet or Internet pages) within your 
Office documents. (See '"Sharing Information Between 
Programs" on page 220 for more information about 
embedding hyperlinks in your document). 

Once you click several hyperlinks, perhaps opening 
Word, Excel, and PowerPoint in the process, you also 
need a way to move between these open documents. 

The Web toolbar makes this simple with its Web-like 
navigation tools. You can move backward or forward 
one document at a time or jump to any document with 
just a couple of mouse clicks. 

In fact, whether a document is stored on your 
computer, network, intranet, or across the globe, you can 
access it from Office 98. Just display the Web toolbar 
from within any Office program, and you're ready to 
jump to any document, no matter where it resides. 

Once you have created a document with hyperlinks, 
you can save it as an Internet, or HTML, document, 
and then preview the document using a Web browser, 
such as Microsoft Internet Explorer. 



Creating 

Internet 

Documents 

with 

Office98 
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Inserting 

Hyperlinks 

Sometimes you1l want to 
refer to another part of the 
same document or a file 
created in a different 
program. Rather than 
duplicating the material or 
adding a footnote, you can 
create a hyperlink, a graphic 
or colored, underlined text 
object that you click to 
move (or jump) to another 
location. The jump can be 
within the same document, 
to a location in another file 
on your computer or net- 
work, or to a Web page on 
your intranet or the Internet. 



Insert a Hyperlink 
Within a Document 




Choose the location from 
which you want the 
hyperlink to jump (a Word 
bookmark, an Excel named 
range or cell, or a 
PowerPoint slide number). 




Click where you want to 
insert the hyperlink, type 
the text you want to use as 
the hyperlink, and then 
select It. 




Click the Insert Hyperlink 
button on the Standard 
toolbar. 




Click the Named Location 
In File Select button, and 
then double-click the name 
you want to jump to. 




Click OK. 




Insert Hyperlink button 
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Link to file or URL; 



U© I Select... I 



. Enter or locate the path to the docuroent <;ou want to li nk to. This 

wjSi can be an Internet addrew (URL), a iJocument on t^or hard drive, 
J or 0 documeni on vour company's network. 

Path: iKLInkto wrtaiVing d^uroent* 



Named location In file (optional); 
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If vant to jump to a specific location within the document, such 
WsQ os a bookmark . a named range, or a slide number, ontar or local* 
^ — I that information above. 



H Use relative path for hyperlink 
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TRY THIS 



Create hyperlinks in a long 
document. Try making the 
main entries of the table of 
contents in a Word report 
hyperlinks. This way a reader 
can click the table of contents 
entry' to jump to that section 
instead of scrolling to find it. 



SEE ALSO 



See "jumping to Hyperlinked 
Documents" on page 52 for 
infonnation on URLs and 
Internet addresses. 



Insert a Hyperlink 
Between Documents 




Position the insertion point 
where you want the 
hyperlink to appear. 



Type and then select the 
text you want to use as the 
hyperlink. 



( 3 ^ Click the Insert Hyperlink 
button on the Standard 
toolbar. 



Click the Link To File Or URL 
Select button, and then 
double-click the file you 
want to jump to. 

Click OK. 



TIP 



What is a bookmark? A 

bookmark is a location or 
section of text that you name 
for reference purposes. 



TIP 



Create a bookmark. Click 
in the Word doanneni where 
you want to insert a bookmark, 
click the Insert menu, click 
Bookmark, type a name for the 
bookmark, and then click Add. 





o 
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Using and 
Removing 
Hyperlinks 

Hyperlinks extend a docu- 
ment well beyond that one 
file. Rather than duplicating 
the important information 
stored in other documents, 
you can create hyperlinks to 
the relevant material. When 
you click a hyperlink for the 
first time (during a session), 
the color of the hyperlink 
changes color indicating 
that you have accessed the 
hyperlink. If a link becomes 
outdated or unnecessary, 
you can easily remove it. 



Pointer for clicking 
a hyperlink 



Use a Hyperlink 

Position the mouse pointer 
(which changes to a hand 
cursor) over any hyperlink. 

A ScreenTip appears, 
displaying the location of 
the hyperlink. 

Click the hyperlink. The 
screen: 

♦ Jumps to a new location 
within the same 
document 

♦ jumps to a location on 
an Intranet or Internet 
Web site 

♦ Opens a new file and 
the program in which it 
was created 



SEE ALSO 



See "Jumping to Hyperlinked 
Documents" on page 52 for 
more infon?iation about using 
hyperlinks. 
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TIP 



Use the keyboard to 
remove a hyperlink. 

the I-beam pointer across the 
hyperlink to select it, and then 
press Control+Shift+F9. 



Remove a Hyperlink 




Drag the I-beam pointer 
across the hyperlink to 
select it without clicking it. 



Click the Insert Hyperlink 
button on the Standard 
toolbar. 




Click Remove Link. 



"Hyperlinks 
make navigating 
in my reports 
quick and easy!" 



TRY THIS 



Rename a hyperlink. Drag 
the I-beatn pointer across an 
existing hyperlink to select it. Be 
careful that you don't click it. 
Type the new text you waul to 
use as the hyperlink to replace 
the highlighted text. 




Use this pointer to highlight the hyperlink. If you 
click the hyperlink, you will jump to another location 
rather than select It. 



2 
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Getting 
Started with 
the Web 
Toolbar 

The Web toolbar provides an 
easy way to navigate 
hyperlinked documents in 
any Office 98 program, riic 
Web toolbar looks and works 
the same no matter which 
Office program you are 
using. While you're brows- 
ing, you can hide all the 
other toolbars to gain the 
greatest space available on 
your screen and improve 
readability. You can make 
any document your start 
page, or home base. Set your 
start page to a document you 
want to access quickly and 
frequently. 



Display or Hide 
the Web Toolbar 

Click the Web Toolbar 
button on the Standard 
toolbar. This button 
toggles on and off to show 
and hide the Web toolbar. 



Hide or Display 
Other Toolbars 

Click the Show Only Web 
Toolbar button on the Web 
toolbar. 



m 

Web Toolbar button 
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Start Page button 



TRY THIS 



Change your start page. If 

you have Internet access, set 
your start page to the Internet 
site you visit most frequently or 
the Web page on your intranet. 



SEE ALSO 



See ''Getting Information from 
the Web" on page 56 for 
infomiation on changing your 
search page. 



Jump to Your Start 
Page 




Click the Start Page button 
on the Web toolbar. 



Change Your Start Page 




Open the document you 
want as your start page. 




Click the Go button on the 
Web toolbar. 



© 

© 



Click Set Start Page. 

Click Yes to confirm the new 
start page. 



J 
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Jumping to 

Hyperlinked 

Documents 



You can jump directly to a 
document on your computer 
or network; or to a Web page 
on your intranet or the 
Internet using the Web 
toolbar. In the Address box 
on the Web toolbar, type the 
address for the document you 
want to view and tlien press 
Enter. To jump to a docu- 
ment on your hard drive or 
network; enter its filename 
including its path (for 
example, file:///Macintosh 
HD/Microsoft Office 98/ 

1998 Seminar Memo). To 
jump to a Web document, 
enter its Internet address (a 
URL, for example, http:// 
www.microsoft.com). 



jump to a Document 
Using the Address Box 




Click in the Address box on 
the Web toolbar to select 
the current address. 




Type an address for the 
document. For example, 
file:///Macintosh HD/ 
Microsoft Office 98/Training 
Seminar Pres. The address 
includes: 



♦ A hard drive (Macintosh 
HD) 

♦ One or more folders 
(Microsoft Office 98) 



♦ A filename (Training 
Seminar Pres) 




Press Return. 



TIP 



Open a Web page in 
Microsoft Word. In Word, 
click the File menu, click Open 
Web Page, type or select a Web 
page address, and then click 
OK. 
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TIP 



Internet addresses and 
URLs. Ever}' Wch pa^e Ima a 
uniform resource locator 
(URL), an Internet address in a 
form your browser program can 
decipher. Like postal addresses 
and e-niail addresses, each URL 
contains specific purls that 
identify where a Web page is 
located. Ear example, the URL 
for Microsoft's Web page is 
h ttp://www. microsoft.com/ 
where "http://" shows the 
address is on the Web and 
"www.microsoft.com" shows the 
computer that stores the Web 
page. As you browse varioits 
pages, the URL includes folders 
and filenames. 



TRY THIS 



Open a Web document. In 

the Address box, enter the 
complete location of the 
document you want to open, 
including the file:// folder/ 
filename. If you have access to 
the Internet, you can enter a 
URL for a Web page. 



Jump to a Web 
Document Using the 
Address Box 




Click in the Address box on 
the Web toolbar to select 
the current address. 



Type an Internet address. 
For example, http:// 
www.perspeclion.com 
(Perspection's Web 
address). 



© 

© 



Press Return. 

Connect to the Internet 
through your Internet 
service provider (ISP) or 
network. Your Web browser 
opens (such as Microsoft 
Internet Explorer). 




Click any hyperlink to 
explore the Web site. 



When you are finished, click 
the File menu, and then 
click Close. 




Disconnect from the 
Internet. 




o 
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Navigating 

Hyperlinked 

Documents 



Back Up One Document 

Click the Back button on the 
Web toolbar. 



As you explore hyperlinked 
documents, you might want 
to retrace your steps and 
return to a document you've 
already visited. You can 
move backward and then 
forward one document at a 
time, or you can jump 
directly to any document 
from the Address list, which 
shows the last 10 documents 
you've linked to. This way 
you can quickly jump to any 
document without having to 
click through them one by 
one. After you start the jump 
to a document, you can stop 
the link if the document 
opens (or loads) slowly or 
you decide not to access it. If 
a document loads incorrectly 
or you want to update the 
information it contains, you 
can reload, or refresh, the 
page. 



Move Forward One 
Document 




Click the Forward button on 
the Web toolbar until you 
return to the most recent 
document you opened. 



Jump to Any Open 
Hyperlinked Document 




Click the Address drop- 
down arrow. 




Click the document or 
address you want to 
jump to. 
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The Address list shows ail the documents 
you've opened this session, in the order 
you opened them. 




Slop Current Jump button 




Refresh Current Page button 



Stop a Link 




Click the Stop Current 
Jump button on the Web 
toolbar. 



Reload a Document 




Click the Refresh Current 
Page button on the Web 
toolbar. 



SEE ALSO 



See "Inserting ffyperUnks" on 
page 46 for more information 
about embeiiiling a link in your 
Office document to an fnternet 
site or another Office document. 



SEE ALSO 



See "Using and Removing 
Hyperlinks" on page 48 for 
more information about using 
hyperlinks in Office 
documents. 
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Getting 
Information 
from the 
Web 



You can find all kinds of 
information on the Web. 

The best way to find infor- 
mation is to use a search 
engine. A search engine allows 
you to search through a 
collection of material to find 
what you are looking for. 
There arc many search 
engines available on the 
Web, such as Yahoo! and 
Excite. You can make any 
document your search page. 
Set your search page to a 
reliable search engine you 
want to access frequently. 



Search for Information 
on the Web 

Click the Search The Web 
button on the Web 
toolbar. 




Connect to the Internet 
through your Internet 
service provider (ISP) or 
network. Your Web browser 
opens (such as Microsoft 
Internet Explorer). 



© 

© 



Click the Search tab. 

Click the Select Provider 
pop-up menu, and then 
select a search engine. 



© 



5 ) Type In a topic you want to 
search for on the Internet. 




Click the Search button to 
start the search. 



When you are finished, click 
the File menu, and then 
click Close. 




Disconnect from the 
Internet. 



e 

Search The Web button 
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"How can I find 
information on 
the Web?" 



Change Your Search 
Page 




Open the document you 
want as your search page. 




Click the Go button on the 
Web toolbar. 



© 

© 



Click Set Search Page. 

Click Yes to confirm the new 
search page. 



SEE ALSO 



See "Getting Started with the 
Web Toolbar" on page 51 for 
infonnation on changing your 
start page. 
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Returning to 

Favorite 

Documents 



When you have jumped to a 
document that you would 
like to return to in the 
future, you can add the 
document to a list of 
favorites. The Favorites 
button provides shortcuts to 
files you explore frequently 
so you won't need to retype 
long file locations. These 
shortcuts can open docu- 
ments on your computer, 
network, intranet, and the 
Internet. 



TIP 



Delete a favorite. Display 
the Web toolbar, click the 
Favorites button, click Open 
Favorites, select the favorite 
icon you want to delete, and 
then press Delete. 



Add a File to Your 
Favorites List 




Open the file (or Internet 
address) you want to access 
from the Favorites folder. 




Click the Favorites button 
on the Web toolbar. 




Click Add To Favorites. 



Click the Favorites button 
on the Web toolbar to see 
the favorite on the menu. 



Jump to a Favorite 




Click the Favorites button 
on the Web toolbar. 




Click the favorite document 
you want to jump to. 



TIP 



Edit a favorite. Display the 
Web toolbar, click the Favorites 
button, click Open Favorites, 
select the favorite text you 
want to edit, and then modify 
the text. 
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Creating 
Documents 
for the Web 



You can use the Web Page 
Wizard in Microsoft Word 98 
or the AutoContent Wizard 
in PowerPoint 98 to create a 
document or presentation for 
use on the Web. The Web 
Page Wizard gives you 
different layouts and color 
themes to choose from, such 
as personal home page, a 
table of contents, a survey, or 
a registration form. The 
AutoContent Wizard gives 
you an Internet option to 
create a presentation for the 
Web. Once the wizard creates 
a document or presentation, 
you change the sample 
information to meet your 
needs, and then save it in the 
HTML format. 



, SEE ALSO; ; 



See "Sctvhi^ Documents for the 
Web" on pu}^e 60 for 
information on saving a 
document in the HTKfL format. 



Create a Document 
for the Web 




Click the File menu, and 
then click New. 



Click the Web Page tab, 
and then double-click the 
Web Page Wizard. 




Select the type of Web 
page you want to create, 
and then click Next. 




Select the visual style you 
want to create, and then 
click Finish. 



Create a Presentation 
for the Web 




Click the File menu, and 
then click New. 




Click the General tab, and 
then double-click 
AutoContent Wizard. 




Click Next, select the type 
of presentation you want to 
give, and then click Next. 




Click the Internet, Kiosk 
option button, and then 
click Next. 




Enter an e-mail address and 
related information, and 
then click Finish. 
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Saving 
Documents 
for the Web 



Hypertext Markup Language 
(HTML) is a simple coding 
system used to format 
documents for an intranet or 
the Internet. A browser 
I)rogram interprets these 
codes to determine how to 
display a certain document. 
You can save any open file as 
an HTML document ready to 
I)ublish on the World Wide 
Web or your intranet. When 
you use the Save As HTML 
command, it starts the 
Internet Assistant, which 
converts your Office docu- 
ment to an HTML document. 
Then you can publish it on 
the Web or on your intranet. 
Be aware that some format- 
ting or other parts of your file 
might not be available in 
HTML and therefore might 
display incorrectly. 



Save a Word 
Document as HTML 




Open the document you 
want to save as HTML. 




Click the File menu, and 
then click Save As HTML. 




Select the drive and folder 
where you want to store 
the file. 



Type a name for the file. 

Click Save and then click 
Yes to confirm the save. 



Save an Excel 
Worksheet as HTML 




Open the document you 
want to save as HTML. 




Click the File menu, and 
then click Save As HTML. 



Click Add to specify the 
ranges and charts to 
include on the Web page, 
and then click Next. 




Click an option buton to 
create a new Web page or 
add your data to an 
existing Web page, and 
then click Next. 




Enter header and footer 
information, and then click 
Next. 
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TIP 



What is a frame? A frame 
is a separate Web wimiow 
within a Web page. Frames 
give you the ability to show 
more than one Web page at a 
time. 



TIP 



Which graphic type 
shouid I use? JPEG is best 
used for photographs, and GIF 
is best used for artwork. 



TIP 



How does JPEG reduce the 
side of a file? JPEG reduces 
the size of an image by 
compressing like colors. 



Type or select the 
pathname of the file you 
want to save. 



0Cli 



Click Finish. 



Save a PowerPoint 
Presentation as HTML 




Open the document you 
want to save as HTML. 




Click the File menu, click 
Save As HTML, and then 
click Next. 




Respond to the following 
tasks one at a time (click 
Next after each one): 



♦ Select a page style 
(standard or frames). 

♦ Select a graphic type 
(GIFor)PEG). 

♦ Select a monitor 
resolution size. 



♦ Enter e-mail and 
related information. 

♦ Select page colors. 

♦ Select a button style. 

♦ Select a layout option. 

♦ Create an HTML folder. 
(4^ Click Finish. 
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Previewing 
Web Pages 



Preview a Web Page 
in a Browser 




Double-click the Internet 
icon on the desktop. 



Once you have created a Web 
page, or HTML document, 
you should preview the 
document in a Web browser, 
such as Microsoft Internet 
Explorer, or in Microsoft 
Word to make sure it looks 
good when others view the 
document on the Web. With 
Internet Explorer, you can 
preview Web pages on your 
local hard drive or the Web 
with ease by entering the 
Web address in the Address 
box. 




Browse The Internet Icon 



TIP 



Find Internet addresses 
fast with AutoCompiete. 

Start typing an acUlrcss in the 
Address bar. Internet Explorer 
tries to fmd a recently visited 
page that matches what you've 
typed so far. If Internet 
Explorer finds a match, it 
automatically fills in the rest of 
the address. 



Your default Web browser 
(such as Microsoft Internet 
Explorer) opens. 




Click in the Address box on 
the Address bar. 




Type an address to the Web 
page (HTML document) 
you want to preview. 




Press Return. 



Preview a Web Page 
in Word 




Double-click the Microsoft 
Word icon in the Microsoft 
Office 98 folder. 




Click the File menu, and 
then click Open Web Page. 




Type or select an address to 
the Web page (HTML 
document) you want to 
preview. 




Click OK. 
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IN THIS SECTION 



Viewing the Word 
Window 

Changing Document Views 

Creating a Document 

Moving Around in a 
Document 

Working with Multiple 
Documents 

Setting Up the Page 

Selecting Text 

Moving and Copying Text 

Finding and Replacing 
Text and Formatting 

Checking Your Spelling 
and Grammar 

Checking Your Word 
Usage 

Previewing a Document 
Printing a Document 



W elcome to Microsoft Word 98. This section 
will familiarize you with this program's many 
features to help you produce professional-looking 
documents. You'll learn the most efficient methods to 
complete the tasks involved in creating documents. 



Introducing Word 

Microsoft Word, a word processing program, is designed to 
help you create and edit letters, reports, mailing lists, and 
tables as easily as possible. The files you create and save in 
Word are known as documents. Documents usually 
include not only text, but also graphics, bulleted lists, and 
various desktop publishing elements such as drop caps 
and headlines. 

For most people, the real beauty of Word is its 
editing capabilities. For example, if you don't like where 
a paragraph is located in a document, you can cut it 
out and paste it in a new location just by clicking a 
couple of buttons on the toolbar. Then you can quickly 
add formatting elements like boldface and special fonts 
to make your documents look professional and up-to- 
date. 



Creating a 
Document 
with 
Wok198 





Viewing the Word Window 



Insertion point 

The blinking insertion 
point (also called a 
cursor) shows you where 
the next character you 
type will appear. 



End mark 

This short horizontal line 
indicates the end of the 
document. 



Menu bar 

The eleven menus give you access to 
all Word options. Simply click a menu 
name to display a list of related menu 
commands, and then click the 
command you want to issue. 



Title bar 

The name of the document appears in 
the title bar. "Document 1 " is a 
temporary name Word uses until you 
assign a new one. 
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Standard and Formatting toolbars 

These and other toolbars contain buttons 
that give you quick access to a variety of 
•Word commands and features. If you're 
not sure what a specific tool does, move 
the mouse pointer over it to display the 
name of the toolbar button. 



Document window 

You enter text and graphics here. As with 
-all Macintoch applications, the document 
window can be maximized or minimized 
to best suit your needs. 



Status bar 

The status bar tells you the location of the 
Insertion point in a document and provides 
Information about the current settings and 
-commands. 



Document view buttons 

Click to see your document in different 
ways. Normal view is best for typing 
and editing. Online layout view shows 
your document as it will appear on 
the World Wide Web. Switch to page 
layout view to see how the printed 
page will look. Use outline view to 
create a document outline. 



Mouse pointer 

In a document window, the mouse 
pointer appears as an I-beam. The pointer 
shape changes depending on where you 
point in the Word document. 
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Changing Document Views 



Normal view 




Online Layout view 




Page Layout view 




Outline view 
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Creating a 
Document 



After starting Word, you'll 
see a new blank document in 
the document window, ready 
for you to begin entering 
text. You can open and work 
on as many new documents 
as you'd like. As you type 
text. Word moves, or wraps, 
the insertion point to a new 
line when the previous one 
is full. You can move the 
insertion point anywhere 
within the document either 
by clicking in the desired 
location or by pressing an 
arrow key. 



Enter and Delete Text 
in a Document 




Click where you want to 
insert or delete text. 



© 

© 



Begin typing. 

Press Return when you want 
to begin a new paragraph 
or insert a blank line. 




Press Delete to delete text 
to the left of the insertion 
point, or press Del to 
delete text to the right of 
the insertion point. 



TIP 



Use Word's nonprinting 
characters to manage 
document formatting. To 

hide them, click the Show/Hide 
button an the Standard toolbar. 

s 



Open a New Document 




Click the New button on 
the Standard toolbar. 



A blank new document 
window opens. 



SEE ALSO 



See "Working with Templates" 
on page 92 for infonnalion 
about creating a new document 
from a template. 
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Characters automatically 
wrap to the next line 
within a paragraph. 



The characters you type 
appear at the location 
of the insertion point. 



Press Return to 
begin a new 
paragraph. 






Moving 
Around in a 
Document 

As your document gets 
longer, some of your work 
will shift out of sight. You 
can easily move any part of a 
document hack into view by 
scrolliti^, paging, or browsing. 
Sometimes you'll want to 
switch views for easier 
editing and to see how your 
printed document will look. 
In all four document views, 
you can use the tools 
described here to move 
around your document. 



SEE ALSO 



See "Finding and Replacing 
Text and Formatting" on page 
74 for information about 
locating specific text and 
fonnatting. 



Scroll, Page, and 
Browse Through a 
Document 

♦ To scroll through the docu- 
ment one line at a time, click 
the up or down scroll arrow 
on the vertical scroll bar. 

♦ To scroll quickly through an 
entire document, click and 
hold the up or down scroll 
arrow on the vertical scroll 
bar. 

♦ To scroll to a specific page in 
the document, click and 
drag the scroll box on the 
vertical scroll bar until the 
page number you want 
appears in the yellow box. 

To page through the docu- 
ment one page at a time, 
press Page Up or Page Down 
on the keyboard. 

♦ To browse by page, edits, 
headings, or other items, 
click the Browse button and 
then click the item you want 
to browse by. If a dialog box 
opens, enter the page or 
item you want to find, and 
then click the Up and Down 
Browse Arrow buttons to 
move from one item to the 
next. 



The current page appears 
here when you click the 

vertical scroll box. Vertical scroll box Up scroll arrow 




Down scroll Previous Page Browse button Next Page button 

arrow button 



Click to go to a 
specific page. 



Click to move from one 
picture to the next. 







— Browse button 

— Click to move from 
one table to the next. 
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Click to find a specific Click to cancel the 
word or formatting type. browse selection. 
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Working 

with 

Multiple 

Documents 



Switch Between Open 
Documents 



© 

© 



Click the Window menu. 

Click the document you 
want to work on next. 



The only difference between 
working with one open 
document and working with 
multiple open doc'uments is 
that you need to make a 
document active before you 
can edit it. The same is true 
when you view different 
parts of the same document 
in two windows simulta- 
neously. No matter how you 
display a document or 
documents. Word's com- 
mands and toolbar buttons 
work the same as usual. 



View All Open 

Documents 

Simultaneously 




Click the Window menu, 
and then click Arrange All. 




♦ Each document has Its 
own title bar, ruler, and 
vertical scroll bar. 

Click in the window of the 
document you want to 
work on (becomes the 
active document), and 
then edit the document as 
usual. 




To display only one 
document again, click the 
Zoom box in the active 
document window. 
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which document is active. 




Inactive 

document 



The title bar of the Inactive 
document Is grayed out. 
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Active document 



o 




TIP 



View all open windows to 
move or copy text 
between documents. You 

can cut, copy, and paste text or 
dra^ and drop text between two 
open windows or panes. 



SEE ALSO 



See "Editing Your Text" on 
page 28 for more infonnation 
on moving text between 
documents. 



Work on Two Parts of 
the Same Document 




Click the Window menu, 
and then click Split. 



Drag the split bar until the 
two window panes are the 
sizes you want. 




Click in the document 
window to set the split and 
display a vertical scroll bar 
and rulers for each pane. 




© 

© 



Click in each pane and 
scroll to the parts of the 
document you want to 
work on. Each pane scrolls 
independently. 

Click In the pane you want 
to work in, and edit the 
text as usual. 

To return to a single pane, 
click the Window menu, 
and then click Remove 
Split. 
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Setting Up 
the Page 

Every document you 
produce and print might 
need a different look. To 
specify how the printed page 
appears, use the Page Setup 
dialog box, which, among 
other things, allows you to 
specify paper size and 
Portrait (vertical) or Lcnul- 
scape (horizontal) orienta- 
tion. After making any 
change, you should preview 
the document before you 
print. 



SEE ALSO 



See "Prititing a Document" on 
page 80 for information on 
printing and printing options. 



TIP 



Change document 
margins. Open the Page 
Setup dialog box, click the pop- 
up menu, select Microsoft 
Word, click Margins, and then 
makes the necessary changes. 



Set Up the Page 




Click the File menu, and 
then click Page Setup. 



If necessary, click the Format 
For pop-up menu, and then 
select the size of the paper 
in your printer. 




If necessary, click the Paper 
pop-up menu, and then 
select the printer you are 
using. 



© 



If necessary, change the 
page orientation. 




Click the Page Setup pop- 
up menu, and then select 
Microsoft Word. 



Click the Apply Size And 
Orientation To pop-up 
menu, and then select This 
Section, This Point Forward, 
or Whole Document. 




To customize the paper 
size, click Custom, enter a 
width and height size, and 
then click OK. 




To make your changes the 
default settings for all new 
documents, click Default 
and then click Yes. 




Click OK. 
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Selecting 

Text 



rhe first step in working 
with text is to highlight, or 
select, the text you want to 
work with. Once youVe 
selected it, you can copy, 
move, format, and delete 
words, sentences, and 
paragraphs. You can even 
align text easily by first 
selecting the text you want 
to adjust. If you finish with 
or decide not to use a 
selection, you can click 
anywhere in the document 
to deselect it. 



Select Text 




Position the pointer in the 
word, paragraph, line, or 
part of the document you 
want to select. 




Choose a method to select 
the text you want. Refer to 
the table for methods to 
select text. 



TIP 



Use Undo to restore 
deleted text. If, after you 
select text, you accidetiUiUy 
press Return and delete the 
text by mistake, click the Undo 
button on the Standard toolbar 
to reverse your action. 



SEE ALSO 



See ''Moving and Copying Text'' 
on page 72, "Formatting Text 
for Emphasis" on page 82, and 
"Editing Your Text" on page 28 
for more information on the 
various tasks you can perform 
with selected text. 



SELECTING TEXT 



To Select 


Do This 


A single word 


Double-click the word. 


A single paragraph 


Triple-click a word within the 
paragraph. 


A single line 


Click in the left margin next to the 
line. 


Any part of a document 


Click at the beginning of the text 
you want to highlight, and then 
drag to the end of the section you 
want to highlight. 


The entire document 


Triple-click in the left margin. 




^ ^ Black highlighting indicates this text is selected. 
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Moving and 

Copying 

Text 



You can move selected text 
by cutting and then pasting 
it in a new location. Or you 
can copy it and then paste 
the copy in a different 
location. You can paste 
multiple copies of text into 
your document from the 
Clipboard, a temporary 
storage area that holds your 
copies until they are re- 
placed by new cut or copied 
text. 



TIP 



Go to a specific location. 

If you want to move or copy 
selected text in a location that 
isn't on your screen, press F5 to 
display the Go To tab in the 
Find And Replace dialos^ box, 
and then specify the pa^e, 
section, bookmark, comment, 
or other location you want to 
goto. 



Move or Copy Using the 
Standard Toolbar 




Select the text you want to 
move or copy. 



Click the Cut or Copy 
button on the Standard 
toolbar. 



© 

© 



Click in the new location. 

Click the Paste button on 
the Standard toolbar. 



Move or Copy Text by 
Dragging It 




Select the text you want to 
move or copy. 




Move the pointer over the 
selected text. 




To move the text to a new 
location, click and hold the 
mouse button. 



To copy the text to a new 
location, also press and 
hold the Option key. 
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TRY THIS 



Move and copy text 
between documents. With 
two nr more dociimenhi open, 
select and cut or copy a 
paragraph from one document. 
Use the Window menu to 
display the second doaiment 
and then paste the text into it. 



Drag the mouse pointer to 
the new location, and 
release the button (and the 
Option key, if necessary). 




Click anywhere in the 
document to deselect the 
text. 



SEE ALSO 



See "Working with Windows" 
on page 18 for information 
about displaying multiple 
document windows. 



TIP 



Copy text to another part 
of the document. If you 

want to copy text to another 
part of the document, select the 
text, copy it, move to the new 
location, Option<Uck the 
mouse button, and then click 
Paste. 
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Finding and 
Replacing 
Text and 
Formatting 

The I'ind command makes it 
easy to locate specific text 
and formatting in a long 
document. You can use the 
Replace command to 
substitute different text and 
formatting instantly. The 
Find And Replace dialog box 
provides many options that 
help you find and replace 
exactly what you want. To 
fine-tune a search, the 
Match Case option will 
enable you to find words 
that begin with an uppercase 
letter or that are set in all 
lowercase or uppercase 
letters. You can even use a 
wildcard to find series of 
words. For example, the 
search text "ran*" will find 
"ranch," "ranger," rank," 
"ransom," and so on. The 
Go To tab helps you move 
quickly to a specific location 
in your document. 



Find Text and 
Formatting 




Click the Edit menu, and 
then click Find. 




Type the text you want to 
locate in the Find What 
box. 




Click the More button, and 
then select the formatting 
and search options you 
want to use. 




Click Find Next repeatedly 
to locate each instance of 
the specified criteria. 




When you see a message 
that Word has finished 
searching the document, 
click OK. 




Click Cancel. 



Find Information 
by Type 

Click the Edit menu, and 
then click Go To. 




Click the type of location or 
information you want to 
move to. 




Enter the item number (or 
bookmark name). 




Click Co To and then Next 
or Previous, if necessary. 




Click Close. 
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Click to change the 
button to More. 



Click to remove any 
formatting settings 
from the search text. 



Click to select special characters 
and symbols you want to search 
for, such as paragraph marks, page 
breaks, and em dashes. 



Click to open dialog boxes In 
which you can specify 
formatting you want to locate. 




To find all instances of the selected 
item, leave the Enter box empty. 



TIP 



Use wildcards to help you 
search. When the Use 
Wildcards option is selected, 
the Special pop-up menu 
displays the available 
wildcards you can use. To enter 
a wildcard in the find What or 
Replace What box, click 
Special, and then click a 
wildcard. For example, the 
search text "ran*" will find 
"ranch," "ranger," and so on. 



TIP 



Use the Less and More 
buttons to display options. 

In the Find And Replace dialog 
box, the Less and More buttons 
interchange with each other. If 
your search is a simple one, 
click Less to decrease the size 
of the dialog box. If your search 
is a more complex one, click 
More to increase the number of 
available options. 



SEE ALSO 



See "Moving Around in a 
Document" on page 67 for 
information about scrolling, 
paging, and browsing through a 
document. 



Replace Text and 
Formatting 




Click the Edit menu, and 
then click Replace. 




Type the text you want to 
locate in the Find What 
box. 




Click the More button, and 
then select the formatting 
you want to locate, If any, 
and the search options you 
want to use (optional). 




Type the text you want to 
substitute in the Replace 
With box. 




Select the formatting, if 
any, you want to substi- 
tute. 




Click the Find Next, 
Replace, or Replace All 
button. 




When you see a message 
that Word has finished 
searching the document, 
click OK. 




Click Cancel. 




symbols you want to locate or to use 
to replace search text. 
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Checking 

Your 

Spelling and 
Grammar 



As you type, Word inserts a 
wavy red line under words it 
can't find in its dictionary 
(such as misspellings or 
names) or duplicated words 
(for example, the the). You 
can correct these errors as 
they arise or after you finish 
the entire document. Before 
you print your final docu- 
ment, it's a good idea to 
check for grammatical errors 
using the spelling and 
grammar checker. 



TIP 



Use AutoCorrect to correct 
spelling as you type. 

Control-click a commonly 
misspelled word, point to 
AutoCorrect, and then click 
the correct spelling. Auto- 
Correct automatically corrects 
the misspellhi^ as you type. 



SEE ALSO 



See "AutoCorrectin^ Your Text" 
on pa^e 32 for more 
information on correcting 
misspelled words as you t}pe. 



Correct a Misspelled 
Word as You Type 




Control-click any word with 
a red wavy underline to 
display the Spelling 
shortcut menu. 




Click a suggested substitu- 
tion, tell Word to ignore ail 
instances of the word, or 
add the word to your 
dictionary. 



If you have a lot of spelling 
errors, it's easier to use the 
Spelling And Grammar 
Checker to find and 
correct them. 



Change Spelling and 
Grammar Preferences 




Click the Tools menu, and 
then click Preferences. 



Click the Spelling & 
Grammar tab. 




Click the check boxes to 
select or deselect Spelling 
options. 




Click the check boxes to 
select or deselect Grammar 
options. 




Click OK. 
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Click to create 
a new 
dictionary. 
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Spelling And Grammar button 



TIP 



Select text to check a 
specific part of a 
document. You can check 
spelling, grammar, or usage in 
part of a doaiment Iry first 
selecting the text you want to 
check. Then follow the steps for 
checking the entire document. 



TIP 



Check just spelling. If you 

want to just check your spelling, 
clear the Check Grammar check 
box in the Spelling And 
Grammar dialog box. 



TRY THIS 



Add your name to the 
dictionary. Add your own first 
and last name to Word's 
dictionary^ so your name 
will never he flagged as a 
misspelling. 



Correct Spelling 
and Grammar 




Click at the beginning of 
the document, and then 
click the Spelling And 
Grammar button on the 
Standard toolbar. 




As it checks each sentence 
in the document. Word 
highlights misspelled 
words in the Not In 
Dictionary box or prob- 
lematic sentences in the 
Sentence box, and displays 
an appropriate alternative 
in the Suggestions box. 




To make a substitution, 
select any of the sugges- 
tions, and then click 
Change. 




To skip the word or rule, 
click Ignore, or to skip every 
instance of the word or 
rule, or click Ignore AIL 




If none of Word's sugges- 
tions seem appropriate, 
click in the document and 
edit it yourself. Click the 
Resume button to continue. 




When the grammar check is 
complete. Word displays a 
list of readability statistics. 
Click OK to return to the 
document. 




o 
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Checking 
Your Word 
Usage 

Using the same word over 
and over in a document can 
sometimes take away from 
your message's effectiveness. 
If you need help finding 
exactly the right word, check 
Word's Thesaurus. Using this 
feature can save you time 
and improve the quality and 
level of readability of your 
document. 



See "Checking Your Spelling and 
Grammar" on page 76 for 
information on checking 
spelling. 



TIP 



Add hyphenation to your 
document. Hyphenation 
elimhiates gaps (of white 
space) in your documents. 

Click the Tools menu, point to 
Language, click Hyphenation, 
and then select the options you 
want to use. 



Use the Thesaurus 




Select or type the word in 
the document you want to 
look up. 




Click the Tools menu, point 
to Language, and then click 
Thesaurus. 




Click a word in the 
Meanings box to display 
its synonyms in the 
Replace With Synonym 
box. 



If you want to see more 
choices or words with 
opposite meanings, click 
Related Words or Ant- 
onyms in the Meanings 
box. (These options are 
not available for every 
word.) 

If you want to continue 
looking up synonyms, click 
a word in the Replace With 
box for which you want to 
find synonyms, antonyms, 
or related words, and then 
click Look Up. 




When you find the word you 
want to use, click it, and 
then click Replace. 




If you can't find a replace- 
ment word, click Cancel. 
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Previewing a 
Document 



Preview a Document 




Click the Print Preview 
button on the Standard 
toolbar. 



If you preview your docu- 
ment before you print, you 
will save yourself time and 
money. Print Preview shows 
you exactly how your text 
will fit on each printed page. 
This is especially helpful 
when you have a multiple 
page document divided into 
sections with different 
headers and footers for each 
section. The Print Preview 
toolbar provides the tools 
you need to better analyze 
how the text is presented on 
each page. 



a 

Print Preview button 



SEE ALSO 



See "Setting Margins" on page 
90 for information on adjusting 
the space between the edge of 
a page and the text in a header 
or footer. 



♦ View one page 

Click the One Page 
button g to view one 
page at a time. 

♦ View multiple pages 

Click the Multiple Pages 
button ^ to view more 
than one page at a 
time. 

♦ Change view size 

Click the Zoom drop- 
down arrow to select a 
screen display magnifi- 
cation. 

♦ Shrink to fit page 

Click the Shrink To Fit 
button to shrink the 
document by one page. 

♦ Display full screen 

Click the Full Screen 
button m to display 
the document with only 
the toolbar visible. 

^ When you're done, click the 
Close button on the Print 
Preview toolbar. 
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Printing a 
Document 



Printing is one of the most 
essential tasks you need to 
master. Word makes printing 
easy, and its options give 
you the flexibility to print 
your document just as you 
want it. The Print button on 
the Standard toolbar prints 
one copy of your document 
using the current settings. If 
you need more options, use 
the Print command on the 
Pile menu. You can select any 
printer that is available to 
you. The Print What option 
lets you print more than just 
your document. You can 
choose to print your annota- 
tions, a list of styles used in 
the document, and AutoText 
entries, just to name a few. 
You can specify specific pages 
to print, as well as the 
number of copies you want 
to print. 




Print button 



Print a Document 
Quickly 




Click the Print button on 
either the Standard toolbar 
or the Print Preview 
toolbar. 



One copy of your document 
using the current settings is 
printed. 



Print a Page with 
Options 




Click the File menu, and 
then click Print. 




Click the Printer pop-up 
menu and then select the 
printer you want. 




Type the number of copies 
you want to print. 



© 

© 



Specify the pages you want 
to print. 

Specify the paper source 
you want to use. 




Click the pop-up menu, 
and then select Microsoft 
Word to set other options. 



Click Word Options to 
specify Word printing 
preferences (optional). 




Click Print. 
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IN THIS SECTION 



Formatting Text 

Setting Text Alignment 

Setting Line Spacing 

Displaying Rulers 

Setting Paragraph Tabs 

Setting Paragraph Indents 

Settings Margins 

Working with Templates 

Inserting New Pages 
and Sections 



A s you become more comfortable with Microsoft 
Word 98, you will want to use its extensive 
word processing and desktop publishing features to 
format the information in your documents. To make 
sure the document looks professional, you will set tabs, 
create indents, adjust line and paragraph spacing, and 
format text for emphasis with italics, boldface, and 
underline, just to name a few. You might also want to 
know how to create bulleted and numbered lists, or, 
perhaps, how to create a form letter in four simple 
steps. Each and every one of these tasks is made easy 
with Word. 



6 



Fonnatting 
a Document 
with 
Word 98 



Applying a Style 

Creating and Modifying 
a Styie 

Creating Bulleted and 
Numbered Lists 

Creating a Form Letter 

Merging a Form Letter 
with Data 

Addressing Envelopes 
and Labels 



Templates and Styles 

Word documents are based on Letyiplates, which are 
predesigned and preformatted files that serve as the basis 
of a variety of Word documents, such as memos, 
reports, and cover pages for faxes. Each template is 
made up of styles, which have common design 
elements, such as fonts and sizes, colors, and page 
layout designs. A template can have styles for headings, 
bulleted and numbered lists, body text, and headers 
and footers. You can also modify a template or style, or 
create one of your own to better suit your needs. 
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Formatting 
Text for 
Emphasis 

You'll often want to fonmt, or 
change the style, of certain 
words or phrases to add 
emphasis to parts of a 
document. Bold, italics, 
underlines , highlights, and 
other text effects arc to^le 
switches, which means you 
simply click to turn them on 
and off. For special emphasis 
you can combine formats, 
such as bold and italics. 
Using one font, or letter 
design, for headings and 
another for main text adds a 
professional look to your 
document. 



TRY THIS 



Color your text. Try 

brightening up a document by 
using the Color box in the Font 
diedog box to change selected 
text to a color of your choice. Of 
course, unless you have a color 
printer, colored text (as well as 
highlighting) will print in 
shades of gray. 



Format Existing Text 
Quickly 




Select the text you want to 
emphasize. 



Click the Bold, Italic, 
Underline, or Highlight 
button on the Formatting 
toolbar. 




♦ Remember that you can 
add more than one 
formatting option at a 
time. For example, this 
text uses both boldface 
and italics. 

Click anywhere in the 
document to deselect the 
formatted text. 



Change the Font or Size 
of Existing Text Quickly 




Select the text you want to 
format. 




Click the Font menu or click 
the Font drop-down arrow 
on the Formatting toolbar, 
and then select a new font. 




Click the Font Size drop- 
down arrow on the 
Formatting toolbar, and 
then select a new point 
size. 
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TIP 



Format text as you type. 

You can acid most formattiti^ 
options to text as you t)pe. First 
select the formattinci options or 
changes you want, and then 
type the text. If necessary, turn 
off the fonnatting options when 
you're done. 



TRY THIS 



Highlight key points in a 
memo. Open an existing 
memo, and then use the 
Uighlight button to highlight 
key' points in your memo with a 
bright yellow color. 



SEE ALSO 



See "Creating and Modifying a 
Style" on page 96 for 
information about using Word 
stydes to fonnat text consistently 
throughout a document. 



Apply Formatting 
Effects to Text 




Select the text you want to 
format. 




Click the Format menu, and 
then click Font. 



Click the Font tab. 

♦ To change character 
spacing settings, click 
the Character Spacing 
tab. 



♦ To add animation 
effects, click the 
Animation tab. 




Select the formatting 
options you want to apply. 




In the Effects area, click the 
options you want. 




Check the results In the 
Preview box. 




Click OK. 
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Setting Text 
Alignment 

Word documents by default 
are aligned on the left, with 
the text uneven, or ragged, 
on the right margin. Left- 
aligned text works well for 
most documents, hut you 
can easily change the 
alignment of selected 
paragraphs. Right-aligfied text, 
which lines up smoothly 
along the right margin and 
is ragged along the left 
margin, is good for adding a 
date to a letter, lustifted text 
spreads out evenly between 
the two margins, creating a 
clean, professional look. 
Centered text, useful for titles 
and headings, places the text 
in the middle between the 
margins. 



TIP 



Set text alignment before 
you type. You aw also set the 
text alignment before you type. 
Just click the appropriate 
alignment button on the 
Formatting toolbar, and then 
type the text you want. 



Left or Right Align Text 





Click anywhere in the 
paragraph or select 
multiple paragraphs you 
want to align. 

Click the Align Left or Align 
Right button on the 
Formatting toolbar. 



Center or justify Text 





Click anywhere in the 
paragraph or select 
multiple paragraphs you 
want to align. 

Click the Center or ]ustify 
button on the Formatting 
toolbar. 
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Setting Line 
Spacing 

The lines in all Word 
documents arc single-spaced 
by default; which is appro- 
priate for letters and most 
documents. But you can 
easily change your docu- 
ment to double or one-and- 
half-spaced lines to allow 
extra space between every 
line. This is useful when you 
want to make notes on a 
printed document. Some- 
times, you'll want to add 
space above and below 
certain paragraphs, such as 
for headlines or indented 
quotations to help set off the 
text. 



TIP 



Use shortcut keys to set 
line spacing. You am quickly 
change line spacing for selected 
text or new paragraphs by 
pressing for single-spaced 
lines; 8§+5 for 1.5 spaced lines; 
or 3§+2 for double-spaced lines. 



Change Line Spacing 




Select the paragraph or 
paragraphs that you want 
to change. 




Click the Format menu, 
click Paragraph, and then 
click the Indents And 
Spacing tab. 




Click the Line Spacing pop- 
up menu, and then select 
the option you want. 




If necessary, type the 
precise line spacing you 
want In the At box. 




Click OK. 



Change Paragraph 
Spacing 




Select the paragraph you 
want to change. 




Click the Format menu, 
click Paragraph, and then 
click the Indents And 
Spacing tab. 




To add space above a 
selected paragraph, click 
the Before up or down 
arrow. 




To add space below each 
selected paragraph, click 
the After up or down arrow. 




Click OK. 




o 



o 



o 



Preview your selections. 
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Preview your selections 
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Di^laying 

Rufers 

There are two rulers that 
appear in the Word docu- 
ment window: the horizon- 
tal ruler and the vertical 
ruler. The horizontal ruler 
appears across the top of the 
document window and 
shows the length of the 
typing line. You use the 
horizontal ruler to adjust 
margins and indents quickly, 
set tabs, and adjust column 
widths. The vertical ruler 
appears along the left edge 
of the document window 
and allows you to adjust top 
and bottom margins of the 
document page and the row 
height in tables. Word 
automatically displays the 
horizontal ruler in normal 
view, and both rulers in page 
layout view; however, you 
can choose to hide the rulers 
if you want. 



Show and Hide the 
Rulers 

Click the View menu, and 

then click Ruler. 

♦ To display the horizontal 
ruler, click the Normal 
View button. 

♦ To display both rulers, 
click the Page Layout 
View button. 
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Why We Need Training Seminars 



As we approach the holiday season, we need to ensure that the sales and marketing 
teams are current on the newest products we plan to release Click to sw the Nev 
Product lust . To make It easier for them to learn the new products and have a chance to 
ask quesDons. I'm piannino training seminars for each produrt Click to sae the 
nil 




Page Layout view shows both the horizontal and the vertical ruler. 



Setting 

Paragraph 

Tabs 



You can use tabs in your 
document to adjust how text 
or numerical data aligns in 
relation to the document 
margins. A tab stop is a 
predefined stopping position 
along the document's typing 
line. Word's default tab stops 
are set every half inch, and 
you can set more than one 
tab per paragraph. There are 
four tab stops you can use to 
align your text: left, right, 
center, and decimal (for 
numerical data). 



Create and Clear 
a Tab Stop 




Select the paragraph(s) for 
which you want to set a 
tab stop. 




Click the Tab button on the 
horizontal ruler until it 
shows the type of tab stop 
you want. 




Click on the ruler where you 
want to set the tab stop. 




If necessary, drag the tab 
stop to position It exactly 
where you want. 




To clear a tab stop, drag It 
off the ruler. 



TIP 



Display tab characters on 
the screen. A tub character, 
which displays as an arrow 
pointing to the right, appears on 
the screen when you press the 
Tab key' and click the Show/ 
Hide button on the Standard 
toolbar to show nonprinting 
characters. 
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USING THE KEYBOARD FOR LAYOUT 


Tab Stop 


Purpose 
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Aligns text to the left of the tab stop 
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Aligns text to the right of the tab stop 
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Setting 

Paragraph 

Indents 

The horizontal ruler makes it 
easy to indent entire para- 
graphs from the right or left 
margin. You can indent just 
the first line or just the 
second and subsequent lines 
of a paragraph from the left 
margin. You can also use the 
Increase and Decrease Indent 
buttons on the Formatting 
toolbar. If you prefer to use . 
the Indent buttons, keep in 
mind that they indent text 
according to Word's default 
tab stops, which occ*ur every 
half inch across the width of 
the document. 



TIP 



Use the Tab key to quickly 
indent a line. You can quickly 
indent the first tine of a 
paragraph by pressing the lab 
key. 



SEE ALSO 



See "Creating Bulleted and 
Numbered Lists" on page 98 
for infon?iation on aligning and 
indenting text using lists. 



Indent a Paragraph 
Using the Ruler 

Position the insert pointer in the 
paragraph you want to indent. 
Use one of the following indent 
markers on the ruler: 

♦ To change the left indent of 
the first line of text, drag the 
First-Line Indent marker at 
the top of the ruler. 

♦ To change the indent of the 
second line of text, drag the 
Hanging Indent marker. 

♦ To change the left indent for 
all lines of text, drag the Left 
Indent marker. 

♦ To change the right indent for 
all lines of text, drag the 
Right-Indent marker. 

As you drag an indent marker, a 
dotted guideline appears on the 
screen to help you position the 
indent accurately. 



Indent a Paragraph 
Using the Toolbar 

Position the insert pointer in the 
paragraph you want to Indent. 
Use one of the following 
Formatting toolbar buttons: 

♦ To move the entire paragraph 
to the right, click the Increase 
Indent button. 

♦ To move the entire paragraph 
to the left, click the Decrease 
Indent button. 
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Why We Need Training Seminars 

As we approach the holiday season, we need to ensure that the sales and marketing 
teams are current on the newest products we plan to release. Click to ;ee thp 
Nev Product List To make it easier for them to learn the new products and have 
a chance to ask questions. I'm planning training seminars for each product 
Click tosge the Preliminary Presentation ! 



Who Will Lead the Seminars 

Each of you will need to make at lea 
others to help field questions tve listed te 
and who ive scheduled to present and 
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The current indent settings appear on 
the ruler for this paragraph. 



Decrease Indent button 



Increase Indent button 
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Who Will Lead the Seminars 

lEach of you will need to make at least one presentation and attend at least two 
others to help field questions. I've listed tentative dates and limes for each 
seminar and who IVe scheduled to present and attend Click to sec the 
Seminar Schedule. 








Increase Indent button 






Decrease Indent button 



SEE ALSO 



See "Displaying Rulers" on 
pi^e 86 for information about 
displaying and hiding the 
horizontal ruler. 



TIP 



Use the Paragraph dialog 
box to adjust line spacing. 

You can select from Single, 1.5 
lines, and Double line spacing, 
or choose to customize the line 
spacing even more by selecting 
the At Least, Exactly, or 
Multiple option and entering a 
value in the By box. 



Indent a Paragraph 
Using the Formatting 
Toolbar 

Click anywhere in the para- 
graph or select multiple 
paragraphs you want to indent, 
and then on the Formatting 
toolbar click the: 

♦ Increase Indent button to 
move the entire paragraph 
to the right one half inch at 
a time. 

♦ Decrease Indent button to 
move the entire paragraph 
to the left one half inch at a 
time. 



Indent a Paragraph 
Using a Dialog Box 




Select the paragraph(s) you 
want to indent. 




Click the Format menu, 
click Paragraph, and then 
click the Indents And 
Spacing tab. 




Click the Left or Right up or 
down arrow to ajust the 
Indent amount. 




If necessary, select First Line 
or Hanging in the Special 
pop-up menu, and then 
click the By up or down 
arrow to adjust the indent 
amount. 




Click OK. 



Increase Indent button 
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Setting 

Margins 

Margins are the blank space 
between the edge of a page 
and the text, the default 
setting for Word documents 
is 1.25 inches on the left and 
right, and 1 inch on the top 
and bottom. You can set new 
margins for an entire section 
or document by dragging the 
margin boundaries on the 
rulers. To set new margins 
for the document from the 
current location of the 
insertion point forward, use 
the Page Setup dialog box. 



Set Margins Using the 
Horizontal or Vertical 
Rulers 




Click the Page Layout View 
button or the Normal View 
button. 




Position the pointer over a 
margin boundary on the 
horizontal or vertical ruler. 



If you want, press and hold 
the Option key while 
dragging the margin 
boundry to display the 
measurement of the text 
area. 

Drag the left, right, top, or 
bottom margin boundary 
to a new position. 



SEE ALSO 



See "Displaying Rulers" on 
page 86 for infonnation about 
displaying and hiding the 
horizontal and vertical nders. 



SEE ALSO 



See "Setting Paragraph 
Indents" on page 88 for 
infonnation on adjusting the 
alignment of text in a 
paragraph. 
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TIP 



What are mirror margins? 

The Mirror Mar\;ins option 
allows you to adjust the left 
and right margins, so that, 
wheti you print on both sides of 
a page, the inside margins of 
facing pages are the same 
width and the outside margins 
are the same width. 



TIP 



Margins for headers and 
footers. Word measures the 
distance from the top and 
bottom of the page to the header 
or footer. Preview your 
document to make sure there is 
enough room to print the header 
text on the page; if not, adjust 
the margins here. 



SEE ALSO 



See ''Inserting New Pages and 
Sections" on page 94 for 
information about dividing your 
document into sections. 



Set Margins Using a 
Dialog Box 




If you want to change 
margins for only part of 
the document, click in the 
paragraph where you want 
the new margins to begin. 
(When changing margins 
for the entire document, it 
doesn't matter where the 
insertion point is located.) 




Click the Format menu, 
click Document, and then 
click the Margins tab. 




Type new margin measure- 
ments (in inches) in the 
Top, Bottom, Left, or Right 
boxes. 




Check your changes in the 
Preview box. 




Click the Apply To pop-up 
menu, and then select 
Whole Document or This 
Point Forward. 




To make the new margin 
settings the default for ail 
new Word documents, 
click Default and then click 



Yes. 



Click OK. 




You don't have to type 
the inch (") symbol. 
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Working 

with 

Templates 

A template is a special 
document in which you can 
store styles, text and format- 
ting to use in other docu- 
ments. You can use your 
own or any of Word's 
predefined templates as the 
basis of a new document, or 
attach template styles to the 
current document. When 
you attach a template to an 
existing document, you 
make the template styles 
available to only that 
document. 



TIP 



You are probably using the 
Normal template. By 

default, all Word documents 
use the Normal template, which 
automatically fonnats text in 
10-point Times, and offers 
three different heading styles. 



SEE ALSO 



See "Creating and Modifying a 
Sty'le" on page 96 for 
information on styles. 



Save a Document as a 
Template 




Open a new or existing 
document. 




Add the text, graphics, and 
formatting you want to 
appear in all new docu- 
ments based on this 
template. Adjust margin 
settings and page size, and 
create new styles as 
necessary. 




Click the File menu, and 
then click Save As. 



Click the Save File As Type 
pop-up menu, and then 
select Document Template. 




Make sure the Templates 
folder (usually located in 
the Microsoft Office 98 
folder on the hard drive or 
one of its subfolders) 
appears In the pop-up 
menu. 




Type a name for the new 
template In the File Name 
box. 




Click Save. You can open 
the template, and make 
and save other changes 
just as you would any 
other document. 
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I ^Templates 

Blank Presentatinn 
^ Letters & Faxes 
^ Memos 
Nonnal 

Other Documents 
Presentation Designs 
Presentations 
Spreadsheet Solutions 
^Web Pages 



Save Current Document as: 



^ Macintosh Ifi) 
3 L yect 



Desktop ~1 

Ne* I 

Options.- i 



Company Letter- 



Save File as Type: I Document Tempi-. ^4 



To help organize your templates, 
you can save them in any of the 
specialized folders within the 
Templates folder. 








TIP 



Create a new template 
from a template. Click the 
File menu, click New, click the 
Template option button, ami 
then double-click the template 
you want. 



TIP 



Copy template text and 
graphics. If you want to add 
template text or graphics to an 
existing document, open the 
template, and then cut and 
paste the text or graphics you 
want to your doaiment. 



SEE ALSO 



See "Choosing Templates and 
Wizards" on page 26 for 
infonnation about choosing a 
template to create a document 
from the Office Shoncut Bar. 



Create a New 
Document from a 
Template 

Click the File menu, 
then click New. 



and 




Click the tab for the type of 
template you want. 




Double-click the icon for the 
template you want. 




Edit the template to create 
a new document. 




Click the Save button on 
the Standard toolbar and 
save your document. 



Apply a Template to an 
Existing Document 




Open the document to 
which you want to apply a 
new template. 




Click the Format menu, and 
then click Style Gallery. 




Click a template name to 
preview it. 




Click OK to add the 
template styles to the 
document. 




If you save a template In the 
Templates folder, you'll find 
its icon on the General tab. 



o 




Click the option you want to see in 
the Preview box. 
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Inserting 
New Pages 
and Sections 



When you fill a page. Word 
automatically inserts a page 
break and begins a new page. 
As you add or delete text, 
this soft page break will 
move. To start a new page 
before you reach the end of 
the current one, you need to 
manually insert a page break 
(called a fumi page break 
because it doesn't shift as 
you edit text). A section is a 
mini-document within a 
document; you can format it 
with different margins, page 
orientation, and so on, no 
matter how the rest of the 
document looks. 



TRY THIS 



Work with a section. Open 
or create a multipage document, 
add a section break in the 
middle, and then format each 
section differently. Then use 
different margins and line 
spacing for each section and 
print the results. 



Insert and Delete a 
Page Break 




Click where you want to 
insert a hard page break. 




Click the Insert menu, and 
then click Break. 




Click the Page Break option 
button. 



To insert a column break, 
click the Column Break 
option button. 



© 
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Click OK. 

Click the page break and 
then press Delete or Del to 
delete it. 



Insert and Delete a 
Section Break 




Click where you want to 
insert a section break. 




Click the Insert menu, and 
then click Break. 




Under Section Breaks, click 
the break option you want. 



© 

© 



Click OK. 

Click the section break and 
then press Delete or Del to 
delete it. 
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Soft page break 



2 



Starts the section on 
a new page 
















Insert 

O Page break Q Column break 

Section breaks 

— # Next page O Even page ] 

—O Continuous Odd page j” 



I Cancel ^ 



Starts the section 
wherever the insertion 
point is located 




Starts the section 
on the next even 
or odd page 




Applying a 
Style 

A style is a collection of 
formatting settings you can 
apply to selected text. You 
can copy styles from selected 
text and apply them else- 
where in your document 
with the Format Painter. But 
the easiest way to use a style 
is to save it as part of a 
document or template. I'he 
style's name will then appear 
in the Style list box on the 
Formatting toolbar, ready for 
you to use whenever you 
like. 



TIP 



Paint a format in multiple 
locations. Select the 
formatting you want to copy. 
Double-click the Format Painter 
button, ami then drag the 
pointer over the text you want 
to fonnat in each location. 

Click the Fonnat Painter button 
again when you are finished. 



Copy a Style with the 
Format Painter 




Select the text with the 
formatting style you want 
to copy. 




Click the Format Painter 
button on the Standard 
toolbar. 




Select the text you want to 
format with the Format 
Painter pointer. 



Change a Style Using 
the Style List 




Make sure the template 
with the styles you want is 
attached to the current 
document. 




Select the text you want to 
format. 




Click the Style drop-down 
arrow on the Formatting 
toolbar, and then select the 
style you want to use. 



SEE ALSO 



See "Working with Templates" 
on page 92 for infonnation on 
applying predefined template 
st}des to a document. 
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Date; October 1, 1998 
Re: Upcoming Training Seminars 



^hy We Need Training Seminars 




As we approach the holiday season, we need to ensure that the sales and marketing 
teams are current on the newest products we plan to release Chek to see the Mev 
Product List To make it easier for them to learn the new products and have a chance to 
ask questions. I'm planning training seminars for each product. Clide to see the 
PrelimmaryPreseniaiiori 

♦IWho will Lead the 
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Indicates the style will affect 
only the selected text 



Indicates the style will affect the 
entire paragraph in which the 
Insertion point is located 
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Creating and 
Modifying a 
Style 

Even though Word provides 
a variety of styles to choose 
from, you can create a new 
style or modify an existing 
style to better fit your needs. 
When you create a new 
style, you need to specify if 
the style applies to para- 
graphs or characters. Also, 
make sure you give the style 
a name that indicates the 
purpose of it. When you 
modify a style, you simply 
make adjustments to an 
existing one. 



TIP 



Use the List box to change 
style settings. The List box 
in the Style dialog box provides 
three options: Styles In Use, All 
Styles, and User-Defined Styles. 
The styles listed in the Styles 
list box are based on the List 
option you choose. 



Create a New Style 




Select the text whose 
formatting you want to 
save as a style. 




Click the Format menu, 
click Style, and then click 
New. 




Type a short, descriptive 
name that describes the 
style's purpose. 




Click the Style Type pop-up 
menu, and then select 
Paragraph if you want the 
style to include the line 
spacing and margins of the 
selected text, or select 
Character if you want the 
style to Include only 
formatting, such as font 
type, bold, and so on. 




Click the Add To Template 
check box to add the new 
style to the current 
template. 



Click OK. 

( 7 ^ Click Apply or click Close. 
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Close 
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. New Style - : 




Nome; 


Stglo type 




|He«ting Memo-J 


1 jPoragroph 




Booed OS: Style for following parogropb; 



(_ 1 Moriml 




Descriptisa — 

ArUI. Upl.lteU 



*0 AM to templ&te □ Automotlcoll g upMte 





TRY THIS 



Modify a style quickly. Try 

to moiiify the style by adding 
italics. Select the text with the 
Title style, click the Italic 
button on the Fonnatting 
toolbar, click the Style drop- 
down arrow, click Title; click 
Update The St)de To Reflect 
Recent Changes option button, 
and then click OK. 



TRY THIS 



Create a style quickly. Tr}^ 
creating a heading style that 
centers and bolds text. Select the 
text, and then click the Center 
button and the Bold button on 
the Foniiatting toolbar. Then 
highlight the style fiame in the 
Style box on the Fonymtting 
toolbar. Type a short, descriptive 
name, such as Titles, and then 
press Return. The style is now 
available for your document. 



SEE ALSO 



See "Working with Templates" 
on page 92 for information 
about applying predefined 
template styles to a document. 



Modify a Style 




Click the Format menu, and 
then click Style. 



In the Styles list box, click 
the style you want to 
modify. 



© 
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Click Modify. 

Click the Format pop-up 
menu, and then select the 
type of formatting you 
want to modify. To change 
character formatting, such 
as font type and boldface, 
click Font. To change line 
spacing and Indents, click 
Paragraph. 




In the next dialog box, 
select the formatting 
options you want, and 
then click OK. 




Review the description of 
the style, and make other 
formatting changes as 
necessary. 




Click OK. 

Click Apply or click Close. 
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Creating 
Bulleted and 
Numbered 
Lists 



The best way to draw 
attention to a list is to 
format it with bullets or 
numbers; a task Word can 
perform for you. Once 
you've created a bulleted or 
numbered list, you can 
change its character or 
number default style to one 
of Word's numerous pre- 
defined formats. For ex- 
ample, you can change a 
numerical list to an alpha- 
betical list. If you move, 
insert; or delete items in a 
numbered list. Word will 
renumber the list sequen- 
tially for you. 



Bullet button 



Create a Bulleted List 




Click where you want to 
create a bulleted list. 




Click the Bullet button on 
the Formatting toolbar. 




Type the first item in your 
list; and then press Return. 




For each additional item In 
your list; type the Item and 
press Return to Insert a new 
bullet. 




When you finish your list, 
click the Bullet button 
again to return to normal 
text. 



Create a Numbered List 




Click where you want to 
create a numbered list. 




Click the Numbering 
button on the Formatting 
toolbar. 




Type the first item in your 
list; and then press Return. 




For each additional item in 
your list; type the Item and 
press Return to insert a new 
number. 




When you finish your list; 
click the Numbering button 
again to return to normal 
text. 
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Numbering button 



TIP 



Change spacing between 
character and text. You ciui 
change the amount of space 
between the bullet or number 
and the text. Click Customize 
in the Bullets And Numbering 
dialog box, and then change the 
Bullet (or Number) Position and 
Text Position options to specify 
where you want the bullet (or 
number) to appear and how 
much to indent the text. 



mmEL 



See "Setting Paragraph Indents" 
on page 88 for information on 
using the Increase Indent and 
Decrease Indent buttons. 



Switch Between 
a Bulleted List and a 
Numbered List 

Select the list. 

Click the Bullet or Number- 
ing button on the Format- 
ting toolbar. 



Change Bullet or 
Numbering Styles 

Select the bulleted or 
numbered list. 




Click the Format menu, and 
then click Bullets And 
Numbering. 



Click either the Bulleted 
tab or the Numbered tab. 



© 
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Click a predefined format. 

If you want, click Customize 
and change the predefined 
format style and position 
settings. 




Click OK. 
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Creating a 
Form Letter 






Mail merge is the process of 
combining names and 
addresses stored in a data file 
with a main 

(usually a form lettcrfto^^ 
produce customized docu- 
ments. There are four main 
steps to merging. First, you 
need to tell Word what 
document you want to use 
as the main document. Next, 
you need to create a data 
file. Then you need to create 
the main document. Finally, 
you need to merge the two. 



TIP 



Use exisiting data to 
create a form letter. You 

cat! easily select an existing 
data file instead by clicking the 
Get Data button in the Mail 
Merge Helper and then clicking 
Open Data Source. 



Select a Main 
Document 





Open a new document or 
an existing document you 
want to use as the main 
document. 




Click the Tools menu, and 
then click Mail Merge. 



Click Create and then 
select the type of document 
you want to create. 




Click Active Window to 
make the current docu- 
ment the main document. 




Make sure the merge type 
and the main document 
are correct. 



Create a Data File 




If the Mail Merge Helper 
dialog box isn't open, click 
the Tools menu, and then 
click Mail Merge. 



Click Get Data, and then 
select Create Data Source. 




To delete an unwanted 
field name, click it in the 
Field Names In Header 
Row list, and then click 
Remove Field Name. 
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1 m 
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Mailing Labels.. 

Envelopes.. 

Catalog^ 

Restore to Normal Word Oocument.. 
Merfe tke data vitli tke dKaiBeot ^ 
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TIP 



What are field names? 

Infomiation in a data file is 
stored in fields, labeled with 
one-word names such as 
FirstNanie, LastNanie, City, 
and so on. You inserl field 
names in the main document 
as blanks, or placeholders. 
When you merge the data file 
and main document. Word fills 
in the blanks with the correct 
information. 




To insert a new field name, 
type the field name In the 
Field Name box, and then 
click Add Field Name. 



© 
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Click OK. 

In the Save As dialog box, 
save the data file (which so 
far only contains field 
names) as you would any 
other document. 



( 7 ^ Click the Edit Data Source 
button to enter informa- 
tion Into the data file. 



SEE ALSO 



See "Merging a Form Letter with 
Data" on page 102 for 
information on creating a main 
document and merging a main 
document with a data file. 



IC^ After you've entered all the 
records you want, click OK. 



?■ 



—■o/< 



Enter information for each 
field in the Data Form for 
one person or company 
record. Press Tab to move 
from one box to the next. 

(9^ When you've typed all the 
data for one person or 
company, click Add New 
and repeat step 8 . 
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Merging a 
Form Letter 
with Data 



Once you have selected a 
main document and have 
created a data file, you need 
to insert the merge fields in 
the main document, rhe 
merge fields are those 
available in the data file you 
selected for this merge. 
When you insert a merge 
field in your main docu- 
ment, make sure you insert 
the appropriate punctuation 
and spacing so the data will 
merge correctly into the 
fields and document text. 




Mail Merge Helper button 



SEE ALSO 



See ''Creating a fonn Letter" on 
page 100 for infonnation on 
selecting a main document and 
creating a data file. 



Create the Main 
Document 



If you don't see your main 
document displayed along 
with the Mail Merge 
toolbar, click the Tools 
menu, click Mail Merge, 
click Edit, and then click the 
name of your main 
document. 




If necessary, type and 
format the text you want 
to appear in every 
document, but leave the 
Information that will vary 
from letter to letter blank 
(for example, type "Dear 
Mr. :"). 




Click in the document 
where you want to insert a 
field name. 




Click the Insert Merge Field 
button on the Mail Merge 
toolbar, and then click the 
field name. 



When you're finished 
inserting field names, click 
the Save button on the 
Standard toolbar, and then 
save the document just as 
you would any other 
document. 
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January 30. 1999 



«hrrtNam«» «LastNamc» 
«Company» 

•Addtessl* 

«City5». «fPo5talCode» 

-Dear « FimNainew 



Tliank you for joining us at our recent seminar. I have enclosed additonal information 
about our company If you have any questions about our products and services, please call 
or e-mail I look forward to talking with you 

-My best wishes to everyone at «Company>> 



Field names Inserted in the document. Word will replace 
these field names with names and addresses from the data 
file when you perform the merge. 






Merge To New 
Document button 



TIP 



Check for errors before 
you start the mail merge. 

Before you meii^e your form 
letter with your data file, dick 
the Check For Errors button on 
the Mail Merge toolbar. Word 
checks the main document and 
the data pie to make sure there 
arc no errors that would 
prevent the merging. 

W\ 



Merge the Main 
Document and the 
Data File 




Make sure the main 
document (with field 
names inserted) and the 
Mail Merge toolbar appear. 




Click the Merge To New 
Document button on the 
Mail Merge toolbar. 




Save and print the new 
document. 



© 
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Close the new document. 

Close the main document. 

Click Yes if you are asked to 
save changes to the data 
file or the main document. 



TIP 



Send merge to printer. If 

you do not want or need to 
create a new document with the 
merge data, you can send the 
merge to the prbiter by clicking 
the Merge To Printer button on 
the Mail Merge toolbar. 
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January 30. 1999 



^Tamra Bell 

Bell and Assoctates 



-DearTamra. 



Thank you for jomtng u$ at our re«:<nt seminar I have enclosed additional information 
about our company If you have any questions about our products and services, please call 
or e-mail I look forward to talking with you 

—My best wishes to everyone at Bell and Associates 



Word replaces the field names with the 
appropriate information from the data file. 
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Addressing 
Envelopes 
and Labels 



Word can print an address on 
an envelope. Delivery and 
return addresses can contain 
text, graphics, and barcodes. 
Word can print two types of 
codes on an envelope: the 
POSTNEl* barcode, which is a 
machine-readable represen- 
tation of a U.S. zip code and 
the delivery address; and the 
FIM-A code, which identifies 
the front of a courtesy reply 
envelope. You can also print 
an address on a mailing label. 
You can print a single label 
or multiple labels. 



SEE ALSO 



See "Creating a Form Letter" 
on page 7 00 for infbnnation on 
printing multiple envelopes or 
labels with differenl addresses 
by merging documents. 



TIP 



Format the address. Select 
the address text, ControUclick 
the text, and then click Font. 



Address and Print 
an Envelope 




Click the Tools menu, and 
then click Envelopes And 
Labels. 




Enter the address informa- 
tion, or click the Address 
Book button. 




To select an envelope size, 
type of paper, feed 
method, and barcodes, 
click Options. 




Insert the envelope In the 
printer as shown in the 
Feed Method box, click 
Print, and then click Print 
again. 



Address and Print 
Mailing Labels 




Click the Tools menu, and 
then click Envelopes And 
Labels. 




Enter the address informa- 
tion, or click the Address 
Book button. 



Click the Full Page or Single 
Label print option button. 




To select a label type, click 
Options. 




Insert the sheet of labels in 
the printer, click Print, and 
then click Print again. 
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to the active document. 
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Creating Headers and 
Footers 

Inserting Page 
Numbers, the Date, 
and Time 

Inserting Symbols and 
AutoText 

Inserting Comments 
Tracking Changes 
Creating a Table 
Entering Text in a Table 
Modifying a Table 

Adjusting Table 
Elements 

Formatting a Table 

Adding Desktop 
Publishing Effects 

Arranging Text in 
Columns 



j 

I 



I 




O nce you've mastered the basics of word process- 
ing with Microsoft Word 98, you can try some 
of the more advanced features. In most cases, there's 
more than one way to perform tasks such as creating 
tables or adding clip art. To save you time, this book 
focuses on the fastest and easiest methods. 



Enhancing 
a Document 
with 
Word 98 



Enhancing Your Document 

After you've created your basic document, take a moment 
to consider how you can enhance its appearance and 
communicate its message more effectively. For example, 
you could draw attention to important text and data or 
clarify the details of a complicated paragraph by using a 
table. If your document is a brochure or newsletter, you'll 
probably want to take advantage of Word's desktop 
publishing features that allow you to format text in 
columns, as well as add headlines instantly. 

Several Word features— among them, templates, 
styles, and the Find and Replace commands — are 
designed to help you work faster and more efficiently. 

You can use any of Word's predefined templates and 
styles, or create your own, to serve as the foundation for 
your routine documents. 
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Creating 
Headers and 
Footers 



A header is text that is 
printed in the top margin of 
every page. Footer text is 
printed in the bottom 
margin. Common informa- 
tion to put in headers and 
foolers includes your name, 
the name of your document, 
the date the document is 
printed, and page numbers. 
Rather than typing this text 
you can use the Insert 
AutoText pop-up menu on 
the Header And Footer 
toolbar. If you Ve divided 
your document into sections, 
you can create different 
headers and footers for each 
section. 



TIP 



Use Alignment buttons to 
change text placement. 

Instead of using the default tab 
stops, you can use the 
Alignment buttons on the 
Formatting toolbar. For 
example, you might want just 
your company name aligned on 
the right margin of the header. 



Create and Edit 
Headers and Footers 




Click the View menu, and 
then click Header And 
Footer. 



Word switches to page 
layout view to display the 
header text area. 




If necessary, click the Switch 
Between Header And 
Footer button on the 
Header And Footer toolbar 
to display the footer text 
area. 




Click in the header or footer 
area, and then type the 
text you want. 




To insert common phrases, 
click the Insert AutoText 
button on the Header And 
Footer toolbar, and then 
click the AutoText entry you 
want to insert. 




Edit and format the header 
or footer text as you would 
any other text. 




When you're finished, click 
the Close button on the 
Header And Footer toolbar. 
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Document text appears in light gray. Indicating 
that it is not available for editing. 
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TIP 



Use default tab stops to 
adjust header and footer 
text. Heuclers and footers have 
three default tab stops. The 
first, on the far left, aliens text 
on the left margin. The second, 
in the middle, centers text. The 
third, on the far right, aligns 
text on the right margin. 



SEE ALSO 



See "Inserting New Pages and 
Sections" on page 94 for more 
infomuition on dividing a 
document into sections. 



SEE ALSO 



See "Settings Margins" on page 
90 for information about setttig 
margins for headers and 
footers. 



TRY THIS 



Create section headers and 
footers. Divide a multipage 
document into sections, and 
then create different headers 
and footers for each section. 



Create Different 
Headers and Footers for 
Different Pages 




Click the View menu, and 
then click Header And 
Footer. 




Click the Document Layout 
button on the Header And 
Footer toolbar. 
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Click the Layout tab. 

To create a unique header 
or footer for the first page 
of the document, click the 
Different First Page check 
box. To create different 
headers or footers for odd 
and even pages, click the 
Different Odd And Even 
check box. 
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Click OK. 

Click the Show Previous 
button and Show Next 
button to move from one 
header to the next, and 
enter and format the text 
you want in the remaining 
headers and footers. 




To move between the 
header and footer, click 
the Switch Between 
Header And Footer button. 




Click the Close button on 
the Header And Footer 
toolbar. 
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Inserting 

Page 

Numbers, 
the Date, 
and Time 



To better document your 
work, you can have every 
page in the document 
numbered. Inserting this 
information in a header or 
footer is a standard way of 
keeping track of your work. 
When you insert the date 
and time, Word u.ses your 
computer's internal calendar 
and clock as its source. 
Numbering the pages in a 
doaiment is also an impor- 
tant tracking tool, even if 
the document is only a few 
pages. You can insert the 
total number of pages in a 
document as well as the 
individual page numbers. 



Insert Page Numbers, 
the Date, or Time 




Click the View menu, and 
then click Header And 
Footer. 




Click in the header or footer 
where you want to insert 
the page number, the date, 
or time. Remember to use 
the Tab key to move to the 
next tab stop. 




Click the appropriate 
button or buttons on the 
Header And Footer toolbar. 



You can enter text along 
with the header and footer 
information. For example, 
you can type the word 
"Page." 




If necessary, select the date, 
time, or page number, and 
then format it as you would 
any other text. 




To delete any item, select it 
and then press Delete. 




When you're done, click the 
Close button on the Header 
And Footer toolbar. 



SEE ALSO 



See "Creating Headers and 
Footers'* on pa^e 106 for 
infonnation on headers and 
footers. 



1 08 Microsoft Officf. 98 Macintosh Edition At a Gl/\nce 




nie Edit View insert Format font Tools Table Window Wort Help 



1996 nnanctol Sureimiry 



,34 PM 




Insert Page Number 
button 

Click to insert the correct 
page number on each page. 



Insert Date button 

Click to insert the current 
date from your computer's 
calendar. 



Insert Time button 

Click to insert the current 
time from your computer's 
clock. 



Insert Number Of Pages 
button 

Click to insert the total 
number of pages in the 



document. 




Inserting 

Symbols 

and 

AutoText 



Being able to insert just the 
right symbol or character in 
your document is a good 
example of Word's extensive 
destop publishing capabili- 
ties. Your document's 
professional appearance will 
not be compromised by 
having to pencil in an arrow 
(->) or a mathmematical 
symbol. Inserting a symbol 
or special character is easy; 
position the pointer where 
you want to insert the 
symbol or character, choose 
the Symbol command and 
select a symbol or character. 



TIP 



Create a shortcut key to 
insert symbols and special 
characters. If you use a 

symbol or character repeatly, 
you can assigfi it a keyboard 
combination. Select the symbol 
or special character you want, 
click Shortcut Key, and then 
complete the CAistomize 
Keyboard dialog box. 



Insert Symbols and 
Special Characters 




Click in the document 
where you want to insert a 
symbol or character. 




Click the Insert menu, and 
then click Symbol. 




Click the Symbols tab or 
the Special Characters tab. 




In the Symbols tab, click the 
Font pop-up menu, and 
then select a font. 



© 
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Click the symbol or 
character you want. 

Click Insert. 

Click Close. 



Insert AutoText 




Click in the document 
where you want to insert 
text using AutoText. 




Click the Insert menu, and 
then point to AutoText. 




Point to the type of 
AutoText you want to 
insert. 




Click the AutoText you want 
to insert. 
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Inserting 

Comments 



Comments in a document arc 
like electronic adhesive 
notes. You can use them to 
get feedback from other 
readers before finalizing a 
document, or to remind 
yourself of revisions and 
changes you plan to make to 
the document in the future. 



TIP 



Use the Show/Hide button 
to display comment code. 

If you can't see a comment code 
in the document without the 
comment pane open, click the 
Show/Hide button on the 
Standard toolbar. 

H 



TIP 



Edit a comment. Click the 
View menu, click Comments, 
select the text you want to edit 
in the comment pane, and then 
make any changes. 



Insert a Comment 




Click in the document 
where you want to insert a 
comment. 




Click the Insert menu, and 
then click Comment to 
open the comment pane. 




Type your comment in the 
comment pane next to the 
code. 




If you want, click the 
Comments From drop- 
down arrow to view the 
comments made by you or 
other reviewers. 




Click Close. 



Read and Delete 
a Comment 




Click the View menu, and 
then click Comments. 




Read the comment 
associated with the first 
comment code. 




To display the next 
comment, click the Next 
Comment button on the 
Reviewing toolbar. 




To delete the selected 
comment, click the Delete 
Comment button on the 
Reviewing toolbar. 




Click Close. 
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Tracking 

Changes 

When a document is going to 
be edited by you or by others 
in your workgroup, you can 
track the changes and set up 
the document for various 
ways of marking your 
changes. If you need feed- 
back on the basic ideas in a 
document, compile the main 
points of your document in a 
summary, which you can 
distribute to your colleagues, 
instead of the entire docu- 
ment. 



TIP 



Select Track Changes 
options. Click the Tools 
menu, click Options, click the 
Track Chati^es tab, and then 
select the Mark and Color 
settings you want to use. 



TIP 



Highlight your changes. 

Click the Tools menu, point to 
Track Changes, click Highlight 
Changes, and then select the 
options you want to highlight 
your changes. 



Mark Your Changes 




Click the View menu, point 
to Toolbars, and then click 
Reviewing to display the 
toolbar. 




Click the Save Version 
button to save an unedited 
copy of the document. 




Click the Track Changes 
button. 
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Edit the text. 

Click the Previous Change 
button or the Next Change 
button to view changes. 




Click the Accept button or 
Reject button to manage 
the changes. 



Summarize Your 
Document 




Click the Tools menu, then 
click AutoSummarize. 




Choose the type of 
summary option you want. 



Click the Percent Of 
Original pop-up menu, and 
select the best length for 
your summary. 



© 
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Click OK. 

Read your summary 
carefully and edit it as 
necessary. 
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Creating a 
Table 



A table organizes informa- 
tion neatly into rows and 
columns. The intersection of 
a row and column is called a 
cell. You enter text into cells 
just as you would anywhere 
else in a document, except 
that pressing the Tab key 
moves you from one cell to 
the next. You can also create 
a table from exisiting text. If, 
for example, you have 
aligned related information 
using tabs and you then 
decide to use a table to 
present the information 
more efficiently, you can 
convert the text to a table. If 
you decide not to use the 
table, you can convert a 
table to text just as easily. 



TIP 



Draw a custom table. CMck 
the Tables And Borders button 
on the Standard toolbar, click 
the Draw Table button on the 
Tables And Borders toolbar, 
draw a rectangle to create a 
table, and the draw lines to 
create cells. 



Create a Table Quickly 




Move the insertion point to 
the beginning of a new 
paragraph. 



Click the Insert Table 
button on the Standard 
toolbar. 




Drag to select the appro- 
priate number of rows and 
columns. 




Release the mouse button 
to insert a blank grid in the 
document. The insertion 
point is in the first cell, 
ready for you to begin 
typing. 



Create a Table 
from Existing Text 




Select one or more lines of 
text separated by tabs, 
paragraphs, or commas. 




Click the Table menu, and 
then click Convert Text To 
Table. 




Select the number of 
columns and rows. 




Click the option to separate 
text at paragraphs, tabs, 
commas, or other. 




Click OK. 
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Entering Text 
in a Table 

Once you create your table or 
convert text to a table, you 
need to enter (or add) text in 
each cell. You will probably 
use the first row in the table 
for your column headings, or 
list the headings down the 
first column on the left. You 
also need to know how to 
move around the table to 
make entering text easy. 
Knowing how to select the 
rows and columns of a table 
is also essential to working 
with the table itself. 



TIP 



Expand the row height as 
you type. As you type in a 
cell, the text will wrap to the 
next line according to the width 
of the column; in other words, 
the height of a row expands as 
you enter text that is greater 
than the width of the colwnn. 



Enter Text and Move 
Around a Table 

The insertion point shows 
where text you type will appear 
in a table. After you type text in 
a cell: 

♦ Press Return to start a new 
paragraph within that cell. 

♦ Press Tab to move the 
insertion point to the next 
cell to the right (or to the 
first cell in the next row). 

♦ Use the arrow keys or click 
anywhere in the table to 
move the insertion point to a 
new location. 



Select Table Elements 

Refer to the table for methods 
to select table elements, 
including: 

♦ The entire table 

♦ One or more rows and 
columns 

♦ One or more cells 



TIP 



Delete cell contents. Select 
the cells whose contents you 
want to delete, click the Edit 
menu, and the click Clear. 



Type and format text )ust as 
you would in a document. 



Press Tab to move to the first 
cell in the next row. 
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Press Tab to move 
to the next cell. 



Press Tab to create 
a new row. 



SELECTING TABLE ELEMENTS 


To Select 


Do This 


The entire table 


Click in the table, click the Table 
menu, and then click Select Table. 


One or more rows 


Click in the left margin next to the row 
you want to select, and then drag to 
select more rows. 


One or more columns 


Click just above the column (a down 
arrow appears) you want to select, 
and then drag to select more columns. 


The row or column 
with the insertion point 


Click the Table menu, and then click 
either Select Row or Select Column. 


A single cell 


Drag a cell or triple-click a cell. 


More than one cell 


Click a cell and then drag to select 
more cells. 
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Modifying 
a Table 



After you create a table or 
begin to enter text in one, 
you might want to add more 
rows or columns to accom- 
modate the text you are 
entering in the table. When 
you add a row, you select the 
row above which you want 
the new, blank row to 
appear. When you add a 
column, you select the 
column to the left of which 
you want the new, blank 
column to appear. When 
you want to insert more 
than one row or column, 
select that number of rows 
and columns first. For 
example, if you want to 
insert two rows, select two 
rows first. When you delete 
rows and columns from a 
table, the table aligns itself. 




Insert Columns button 



Insert Additional Rows 




Select the row above which 
you want the new rows to 
appear. 




Drag down to select the 
number of rows you want 
to insert. 




Click the Insert Rows button 
on the Standard toolbar. 



Insert Additional 
Columns 




Select the column to the 
left of which you want the 
new columns to appear. 




Drag right to select the 
number of columns you 
want to insert. 




Click the Insert Columns 
button on the Standard 
toolbar. 
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TIP 



Move rows and columns. 

You can move the position of a 
row or column easily. Select the 
row or column you want to 
move, and then position the 
pointer over it until the pointer 
changes to a move pointer. 

Then drag the selected row or 
column to a new position in the 
table. 



TIP 



Distribute columns and 
rows evenly in a table. 

Display the Tables And Borders 
toolbar, select the columns or 
rows you want to change, and 
then click either the Distribute 
Columns Evenly or Distribute 
Rows Evenly button. 





Delete Rows and 
Columns 




Select the rows or columns 
you want to delete. 




Click the Table menu, and 
then click Delete Rows or 
Delete Columns. 



Adjust Row Height and 
Column Widths 




Move the mouse pointer 
over the boundary of the 
row or column you want to 
adjust until It changes into 
a resizing pointer. 



Drag the boundary to 
adjust the row or column to 
the size you want. 



SEE ALSO 



See "Entering Text in a Table" 
on page 113 for infonnation on 
selecting rows and columns. 
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Adjusting 

Table 

Elements 

Often there is more to 
modifying a table than 
adding or deleting rows or 
columns; you need to make 
each row or column just the 
right size to accommodate 
the text you are entering in 
the table. For example, you 
might have a title in the first 
row of a table that is longer 
than the first cell in that 
row. To spread the title 
across the top of the table, 
you can merge, or combine, 
the cells together to form one 
long cell. Sometimes to 
indicate a division in a topic, 
you will also need to split, or 
divide, a cell into two. 
Moreover, the width of a 
column and height of a row 
can also be modified to 
better suit your needs. 



Merge and Split 
Table Ceils 

♦ To merge two or more cells 
into a single cell, select the 
cells you want to merge, click 
the Table menu, and then 
click Merge Cells. 

♦ To split a cell into multiple 
cells, click in the cell you 
want to split, click the Table 
menu, and then click Split 
Cells. Type the number of 
rows or columns (or both) you 
want to split the selected cell 
into, and then click OK. 
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Before merging cells 

The three cells in this row will be combined into one. 



Before a splitting cell 

This cell will be divided into two cells. 



Three cells merged into one 
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Single cell split into two 



TIP 



Adjust column text with 
AutoFIt. If you can't decide the 
appropriate widths for the 
columns in your table, click the 
AutoFit button, and Word will 
adjust the columns to fit the 
longest entry' in each column. 



SEE ALSO 



See "Formatting a Table" on 
page 118 for infonnalion on 
changing the look of a table. ~ 



TIP 



Indent a table from the 
left edge of the document. 

CAick in the table, click the 
Table menu, click Cell Height 
And Width, click the Row tab, 
enter an inch measurement in 
the Indent From left box, and 
then click OK. 



TIP 



Change table alignment in 
the document. Click in the 
table, click the Table menu, 
click Cell Height And Width, 
click the Row lab, click the 
Left, Center, or Right option 
button, and then click OK. 



Adjust Cell or 
Column Width 




Select the cells or columns 
you want to change. 




Click the Table menu, and 
click Cell Height And 
Width. 
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Click the Column tab. 

Click the up and down 
arrow to select an inch 
measurement or Auto. 




Click OK. 



Adjust Cell or 
Row Height 




Select the cells or rows 
want to change. 



you 




Click the Table menu, and 
click Cell Height And 
Width. 
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Click the Row tab. 

Click Exactly or At Least In 
the Height Of Rows box. 




Click the At up and down 
arrow to specify an Inch 
measurement. 




Click OK. 
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Formatting 
a Table 



Word makes it easy for you to 
format your table. You can 
change the alignment of the 
text in the cells (by default, 
text aligns on the left of a cell 
and numbers align on the 
right). If changing the 
alignment isn't enough, you 
can use the Table AutoFormat 
dialog box to format your 
table, 'this dialog box 
provides a variety of 
predesigned table formats 
that you can apply to a 
selected table. If the 
AutoFormat offerings don't 
suit your needs, you can 
choose to add borders and 
shading manually. Borders 
and shading help to make 
printed tables easier to read 
and more attractive. 



Format a Table 
Automatically 




Select the table you want 
to format, click the Table 
menu, and then select 
Table AutoFormat. 




Select a format from the 
Formats list. 
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Preview the results. 

When you find a format you 
like, click OK to apply It. 



Align Text Within 
Cells Horizontally 




Select the cells, rows, or 
columns you want to 
align. 



Click the Align Left, Center, 
Align Right, or justify 
button on the Formatting 
toolbar. 



SEE ALSO 



See "Adding Desktop Publishing 
Effects" on page 120 far 
infoniiation about manually 
adding borders and shading. 
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Centered text 

Center column headings 
to make them stand out. 
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Left-aligned text 

Table text is aligned on 
the left by default. 



Right-aligned text 

Sometimes text and numbers are 
easier to read when right-aligned. 




TIP 



Calculate the sum of a 
table column. Display the 
Tables And Borders toolbar, 
click in the blank cell in the 
bottom row of the column that 
is to contain the sum of the 
cells above it, and then click 
the AutoSurn button. 

Z 



TIP 



Sort the entries in a table 
column. Display the Tables 
And Borders toolbar, select the 
cells in the column you want to 
sort, and then click either the 
Sort Acending or Sort 
Decending button. 




TIP 



Display or hide gridlines 
in a table. Click the Table 
menu, and then click Gridlines 
to display the gridlines. To hide 
gridlines, click Gridlines again. 



Align Text Within 
Cells Vertically 

Click the Tables And 
Borders button on the 
Standard toolbar to display 
the Tables And Borders 
toolbar. 




Select the cells you want to 
vertically align. 




Click an alignment button 
on the Tables And Borders 
toolbar. 



Change Text Direction 
Within Ceils 



Click the Tables And 
Borders button on the 
Standard toolbar to display 
the Tables And Borders 
toolbar. 

^2^ Select the cells with the 
text you want to change 
direction. 




Click the Change Text 
Direction button. (You 
might have to click the 
button two or three times 
to get the text direction 
you want.) 
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Align Bottom button 

Center Vertically button 

3. Align Top button 
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Adding 

Desktop 

PublisMng 

Effects 



A few simple desktop 
publishing elements, such as 
drop caps and borders, can 
help you create newsletters 
and brochures that look like 
they've been professionally 
produced. These special 
elements look especially 
good when combined with 
pictures and text arranged in 
column format. 




Tables And Borders button 



TIP 



Guidelines for shading. 

Keep in mind that any shade of 
^^ray darker than 15% tn^ht 
make your text difficult to read. 
Also, some printers cannot print 
any shade of gray lighter than 
5%. 



Add Borders and 
Shading 




Select the text you want to 
put a border around or 
shade. 



Click the Tables And 
Borders button on the 
Standard toolbar. 




Click the Line Style drop- 
down arrow, and then 
select a line pattern. 




Click the Line Weight drop- 
down arrow, and then 
select a border line 
thickness. 



Click the Border Color 
drop-down arrow, and 
then select a border color. 




Click the Outside Border 
drop-down arrow, and then 
select the border you want 
to around the selected text. 




Click the Shading Color 
drop-down arrow, and 
then select the back- 
ground shading you want 
inside the border, if any. 



Click the Close box on the 
Tables And Borders toolbar. 
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SEE ALSO 



See "Drawing and Enhancing 
Objects" on page 38 for 
information on other desktop 
publishing elements. See 
"Arranging Text in Columns" 
on page 122 for information on 
formatting text in newspaper 
style columns. 



TRY THIS 



Create a newsletter. Try 

creating a newsletter by first 
formatting the text in your 
doaiment into columns. Then 
insert a picture and wrap the 
text around it Finally, add drop 
caps to each paragraph, and a 
border and shading around 
important paragraphs. If you 
like, you could even add a 
WordArt headline. 



Add a Drop Cap to Text 



© 
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Switch to page layout view. 

Click in the paragraph 
where you want to create 
a drop cap. 




Click the Format menu, and 
then click Drop Cap. 




Click the Dropped icon to 
flow text around the drop 
cap or the In Margin icon 
to move the drop cap to 
the left margin. 



If you want, click the Font 
pop-up menu, and then 
select a different font for 
the drop cap. 




Click the Lines To Drop up 
or down arrow to adjust 
the height (In number of 
lines) for the drop cap. 




Click the Distance From 
Text up or down arrow to 
adjust how far (In inches) 
you want the drop cap 
from the paragraph text. 




Click OK. 
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Drop cap 
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Arranging 
Text in 
Columns 



Newspaper style columns 
can give newsletters and 
brochures a more polished 
look. Begin by using the 
Columns button to create 
the columns. Then choose 
among several column 
options to improve their 
appearance. Keep in mind 
that you can format an 
entire document or indi- 
vidual sections in columns. 
You must switch to page 
layout view to view the 
columns side by side on the 
screen. 



TIP 



Use the Formatting 
toolbar to align text in a 
column. Select the columns 
you want to format, and then 
click the Alipi Left, Center, 
Alisn Right, or Justify button 
on the Formatting toolbar. 



Create Columns 



Switch to page layout view. 

( 2 ^ Select the text you want to 
arrange in columns. 




Click the Columns button 
on the Standard toolbar. 




Drag to select the number 
of columns you want. 



Modify Columns 

Switch to page layout view. 



© 



© 



Click the Format menu, and 
then click Columns. 



© 

© 



Click a column format. 

Specify the Width And 
Spacing you want. 




Click OK. 
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Click to separate columns 
with a thin vertical line. 





IN THIS SECTION 



Viewing the Excel Window 

Moving Around the 
Workbook 

Entering Text and 
Numbers in a Worksheet 

Editing Cell Contents 

Working with Cells 

Worksheet Basics 

Moving and Copying a 
Worksheet 

Inserting a Column or 
Row 

Previewing Page Breaks 
Printing a Worksheet 
Creating a Formula 



i f you're spending too much time number- 
crunching, rewriting financial reports, drawing 
charts, and searching for your calculator, you're 
probably eager to start using Microsoft Excel 98. This 
book teaches you to use Excel's most popular features so 
you can become productive immediately. 

Microsoft Excel is a spreadsheet program, which is 
designed to help you record, analyze, and present 
quantitative information. Excel makes it easy to track and 
analyze sales, organize finances, create budgets, and 
accomplish a variety of business tasks in a fraction of the 
time it would take using pen and paper. 

The file you create and save in Excel is called a 
workbook. It contains a collection of worksheets, which 
look similar to an accountant's ledger sheets, but using 
these worksheets, you can perform calculations and 
other tasks automatically. You can create a variety of 
workbooks that can be used for analysis and record 
keeping, such as: 



Creating a 
Worksheet 
with 
Excel 98 



Using Ranges in Formulas 

Perfoming Calculations 
Using Functions 

Using AutoCalculate and 
AutoFill 



♦ Monthly sales and expense reports 

♦ Charts displaying annual sales data 

♦ An inventory of products 

♦ A payment schedule for an equipment purchase 
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Viewing the Excel Window 



When you start Excel, the Excel program window opens 
with a blank workbook — ready for you to use. The Excel 
window contains everything you need to work with 
your Excel workbook. 




Any data contained in the active 
cell appears on the formula bar. 



The title bar contains the name 
of the active workbook. 



All Excel commands are 
organized in menus on 
the menu bar. 



Frequently used Excel 
commands are available on 
“ toolbar buttons, which are 
organized in toolbars. 



The address of the 
currently selected (or 
active) cell appears in the 
Name box. 



The intersection of a 
column and a row forms a 
cell; each cell has a unique 
address determined by the 
column letter and row 
number. For example, the 
cell BIO is the intersection 
of column B and row 1 0. 



The active cell is the 
currently selected cell (its 
address appears in the. 
Name box); you enter 
data in the active cell. 



The Office Assistant 
automatically appears. You 
ask the Office Assistant 
questions about Excel tasks, 
and it provides helpful 
information based on your 
questions. 



Each sheet contains a tab 
you can click to move from 
sheet to sheet; you can 
rename sheets to make it 
eaiser to remember what 
each one contains. 



The status bar shows 
Information about selected 
commands or procedures. 



The mouse pointer takes this shape when Excel 
is ready to perform a new task. The mouse 
pointer is context sensitive; Its shape changes 
depending on the action you are performing. 
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Moving 
Around the 
Workbook 

You can move around a 
worksheet or workbook 
using your mouse or the 
keyboard. You might find 
that using your mouse to 
move from cell to cell is 
most convenient; while 
using various keyboard 
combinations is easier for 
covering large areas of a 
worksheet quickly. However, 
there is no one right way; 
whichever method feels the 
most comfortable is the one 
you should use. 



Use the Mouse or 
Keyboard to Navigate 

Using the mouse, you can 
navigate to: 

♦ Another cell 

♦ Another part of a worksheet 

♦ Another worksheet 

Using the keyboard, you can 
navigate to: 

♦ The next cell by using the 
Tab key 

♦ The first cell in the next row 
by using the Return key 



SEE ALSO 



See "Worksheet Basics" on 
page 132 for wore information 
on sheet tabs. 




To move from one cell to another, 
point to the cell you want to move 
to, and then click. 



Mouse pointer 



To see more sheet 
tabs without 
changing the active 
sheet, click a sheet 



To move from one 
worksheet to another, 
click the tab of the 
sheet you want to see. 



To see other parts of the 
worksheet without 
changing the location of 
the active cell, click the 



scroll button. horizontal and vertical 

scroll bars, or drag the 
scroll boxes. 
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Entering 
Text and 
Numbers in 
a Worksheet 



Text labels turn a worksheet 
full of numbers into a 
meaningful report by 
clarifying the relationship 
between the numbers. You 
use labels to identify the data 
in the worksheet columns 
and rows. To help keep your 
labels consistent, Excel's 
AutoComplete feature auto- 
matically complete your 
entries based on labels you 
have entered previously. To 
enter a number as a label, for 
example, the year 2000, you 
type an apostrophe (') before 
the number. Then Excel does 
not use the number in its 
calculations. You can enter 
values as whole numbers, 
decimals, percentages, or 
dates. You can enter values 
using the numbers on the 
top row of your keyboard or 
the numeric keypad on the 
right. 



Enter a Text Label 




Click the cell where you 
want to enter a label. 




Type a label. A label can 
include uppercase and 
lowercase letters, spaces, 
punctuation, and num- 
bers. 




Click the Enter button on 
the formula bar, or press 
Enter. 



To enter the text and move 
to the next row, press 
Return. 



Enter a Number 
as a Text Label 




Click the cell where you 
want to enter a number as 
a label. 




Type ' (an apostrophe). The 
apostrophe is a label prefix 
and does not appear in the 
worksheet. 




Type a number value. 
Examples of numbers that 
you might use as labels 
include a year, a social 
security number, or a 
telephone number. 




Click the Enter button on 
the formula bar, or press 
Enter. 
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Click to cancel an entry. 




Excel will not use this number In a calcuation. 



TIP 



Long labels might appear 
truncated. When you enter a 
label that is wider than the cell 
it occiipies, the excess text 
appears to spill into the next 
celt to the ri^ht — unless there is 
data in the adjacent cell. If the 
adjacent cell contains data, the 
label will appear truncated — 
you'll only see the portion of the 
label that fits in the cell's 
current width. 



Enter a Value 




Click the cell where you 
want to enter a value. 




Type a value. To simplify 
your data entry, type the 
values without commas 
and dollar signs and apply 
a numeric format to them 
later. 




Click the Enter button on 
the formula bar, or press 
Enter. 



TIP 



Enable AutoComplete for 
cell values. Click the Tools 
menu, click Preferences, click 
the Edit tab, click to select the 
Enable AutoComplete For Cell 
Values check box, and then 
click OK. 



SEE ALSO 



"Creating a List" on page 
157 for information on entering 
labels using the Picklist. 



Enter a Text Label 
with AutoComplete 




Begin typing an entry In a 
cell. If a previous entry in 
that column begins with 
the same characters, 
AutoComplete displays the 
entry. 




Press Enter to accept the 
entry, or resume typing to 
ignore the AutoComplete 
suggestion, and then click 
the Enter button on the 
formula bar, or press Enter. 
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Editing Cell 
Contents 



No matter how much you 
plan, you can count on 
having to make changes in a 
worksheet. Sometimes it's 
because you want to correct 
an error; other times you 
might want to incorporate 
new information, or see how 
your worksheet results 
would be affected by 
different conditions, such as 
higher sales, fewer units 
produced, or other variables. 
You edit data just as easily as 
you enter it, using the 
formula bar or directly 
editing the active cell. 



Edit Cell Content 




Double-click the cell you 
want to edit. The insertion 
point appears within the 
cell. 



The status bar now displays 
Edit instead of Ready in the 
lower left corner. 




If necessary, use the mouse 
pointer or the Home, End, 
and arrow keys to position 
the insertion point in the 
cell. 




If necessary, use any 
combination of the Delete 
and Del keys to erase 
unwanted characters. 




If necessary, type new 
characters. 




Click the Enter button on 
the formula bar to accept 
the edit, or click the 
Cancel button to cancel it. 



SEE ALSO 



See "Working with Cells" on 
page 129 for information on 
deleting a cell and clearing the 
contents of a cell. 
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Click to edit cell content 
using the formula bar. 
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Working 
with Cells 



You can insert new, blank 
cells anywhere in the 
worksheet, so you can enter 
new data or data you forgot 
to enter earlier, exactly 
where you want it. Inserting 
cells moves the remaining 
cells in the column or row in 
the direction of your choice 
and adjusts any formulas so 
they refer to the correct cells. 
You can also delete cells if 
you find you don't need 
them; deleting cells shifts 
the remaining cells to the 
left or up — just the opposite 
of inserting cells. When you 
delete a cell, Excel removes 
the actual cell from the 
worksheet. 



TIP 



Deleting a cell vs. clearing 
a cell. Deleting a cell is 
different from clearing a ceil; 
lieleting removes the cells from 
the worksheet, and clearing 
removes only the cell content or 
fon?iat or both. 



Insert One or More Cells 

Select the cell or cells 
where you want to insert 
the new cell(s). 




Click the Insert menu, and 
then click Cells. 




Click the option you want. If 
you want the contents of 
the cells to move right, click 
the Shift Cells Right option 
button, or if you want the 
contents of the cells to 
move to down, click the 
Shift Cells Down option 
button. Either way, two 
blank cells are now at the 
selected cells. 



(J) Click OK. 



Delete One or More Cells 




Select the cell or cells you 
want to delete. 




Click the Edit menu, and 
then click Delete. 




Click the option you want. If 
you want the remaining 
cells to move left, click the 
Shift Cells Left option 
button, or if you want the 
remaining cells to move 
up, click the Shift Cells Up 
option button. 




Click OK. 



Moves cells B9 and B1 0 to cells C9 and Cl 0 




Moves cells B9 and B1 0 to cells B1 1 and B1 2 
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Selecting 

Multiple 

CeUs 



A range is one or more 
selected cells that you can 
edit, delete, format, print, or 
use as an argument in a 
formula just as you would a 
single cell. A range can 
consist of contiguous cells 
(where all the selected cells 
arc adjacent to each other) 
or noncontiguous cells (where 
all the cells arc not adjacent 
to each other). A range 
reference begins with the top 
leftmost cell in the range, 
followed by a colon (:), and 
ends with the cell address of 
the bottom rightmost cell in 
the range. To make working 
with ranges easier. Excel 
allows you to name them. 
The name "Sales," for 
example, is easier to remem- 
ber than the coordinates 
B4:D10. 



Select a Range 




Click the first cell you want 
to include in the range. 




Drag the mouse diagonally 
to the last cell you want to 
Include the range. When a 
range is selected, the top, 
leftmost cell Is surrounded 
by the active cell border 
while the additional cells 
are highlighted In black. 



Select a Non- 
contiguous Range 




Click the first cell you want 
to include in the range. 




Drag the mouse diagonally 
to the last contiguous cell. 




Press and hold the 
Command key and drag 
the mouse over the next 
group of cells you want in 
the range. 




Repeat step 3 until all the 
cells are selected. 
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SEE ALSO 



See "Usifi^ Ranges in Formulas" 
on page 142 for infonnation on 
creating formulas using range 
names. 



TRY THIS 



Co to a named range in a 
worksheet. Press the FS key 
(or click the Edit menu, and 
then click Go To) to see a list of 
named ranges. Click the name 
of the range you want to go to, 
and then click OK. 



Name a Range 




Select a range you want to 
name. 




Click the Name box on the 
formula bar. 




Type a name for the range. 
A range name can include 
uppercase or lowercase 
letters, numbers, and 
punctuation. Try to use a 
simple name that reflects 
the type of Information in 
the range, such as 
"Sales99." 




Press Enter. The range name 
will appear in the Name 
box whenever you select 
the range. 



Select a Named Range 




Click the Name box drop- 
down arrow on the 
formula bar. 




Click the name of the range 
you want to select. 



The range name appears in 
the Name box, and all cells 
included in the range are 
highlighted In the 
worksheet. 




o 
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Worksheet 

Basics 



Select a Sheet 




Click the sheet tab to make 
it the active worksheet. 



Each new workbook you 
open has three workbook 
sheets. You can switch from 
sheet to sheet by clicking the 
sheet tab. Clicking the sheet 
tal) makes that sheet active. 
Each of the sheets is named 
consecutively — Sheet 1 , 
Sheet2, and Sheets. You can 
give a sheet a more mean- 
ingful name, and the size of 
the sheet tab automatically 
accommodates the name's 
length. You can add or 
delete sheets in a workbook. 
If you were working on a 
project that involved more 
than three worksheets, you 
could add sheets to a 
workbook rather than use 
multiple workbooks. That 
way, all your related infor- 
mation would be in one file. 
Deleting unused sheets saves 
disk space. 



Name a Sheet 




Double-click the sheet tab 
you want to name. 




Type a new name. The 
current name, which is 
selected, is automatically 
replaced when you begin 
typing. 




Press Return. 
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TIP 



Use short sheet tab names 
to save screen space. 

Because the size of a sheet tab 
enlarges to accommodate a 
longer name, using short names 
means more sheet tabs will be 
visible. This is especially 
important if a workbook 
contains several worksheets. 



SEE ALSO 



See ^'Moving and Copying a 
Worksheet" on page 134 for 
infonnation on reorganizing 
sheets in a workbook. 



Insert a Worksheet 




Click the sheet tab (or 
select any cell in a 
worksheet) to the right, or 
in front of, where you want 
to insert the new sheet. 




Click the Insert menu, and 
then click Worksheet. A new 
worksheet will be inserted 
to the left of, or behind, the 
selected worksheet. 



Delete a Worksheet 




Select any cell in the 
worksheet you want to 
delete. 




Click the Edit menu, and 
then click Delete Sheet. 




Click OK to confirm the 
deletion. 



o 
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Moving and 
Copying a 
Worksheet 



After adding several sheets 
to a workbook, you might 
want to reorganize them. 

You can easily move a sheet 
within a workbook or to 
another workbook by 
dragging it to a new loca- 
tion. You can also copy a 
worksheet within a work- 
book or to another work- 
book. Copying a worksheet 
is easier and often more 
convenient than having to 
reenter similar information 
in a new sheet. The ability to 
move and copy whole 
worksheets means you can 
have your workbooks set up 
exactly the way you want 
them, without having to do 
a lot of needless typing. 



Move a Sheet 

Click the sheet lab of the 
worksheet you want to 
move, and then press and 
hold the mouse button. 
The mouse pointer 
changes to a small sheet. 




Drag the pointer to the 
right or In front of the sheet 
tab where you want to 
move the worksheet. 




Release the mouse button. 
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TIP 



Deselect the Create A Copy 
check box to move a 
worksheet. Deselect the 
Create A Copy check box in 
the Move Or Copy dialog box 
when you want to move a 
worksheet. 



Copy a Sheet 

Click the sheet tab of the 
worksheet you want to 
copy. 




Click the Edit menu, and 
then click Move Or Copy 
Sheet. 




If you want to copy the 
sheet to another work- 
book, click the To Book pop- 
up menu, and select that 
workbook. The sheets of the 
selected workbook appear 
in the Before Sheet box. 




Click a sheet name in the 
Before Sheet list box. The 
copy will be Inserted 
before this sheet. 




Click the Create A Copy 
check box. 




Click OK. 



o 
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Inserting a 
Column or 
Row 



You can insert blank 
columns and rows in a 
worksheet between columns 
or rows that are already 
filled without deleting and 
retyping anything. When 
you insert one or more 
columns, they are inserted to 
the left of the selected 
column. When you add one 
or more rows, they are 
inserted above the selected 
row. Excel repositions 
existing cells to accommo- 
date the new columns and 
rows and adjusts any 
existing formulas so that 
they refer to the correct cells. 



Insert a Column or Row 




To insert a column, click 
anywhere in the column to 
the right of the location of 
the new column you want 
to insert. 



To insert a row, click 
anywhere in the row 
immediately below the 
location of the row you 
want to insert. 




Click the Insert menu, and 
then click Columns or Rows. 



A colunm inserts to the left 
of the selected column or a 
row inserts above the 
selected row. 



Insert Multiple Columns 
or Rows 




To add multiple columns, 
drag to select the column 
indicator buttons for the 
number of columns to be 
Inserted. 



To add multiple rows, drag 
to select the row indicator 
buttons or the number of 
rows to be Inserted. 




Click the Insert menu, and 
then click Columns or Rows. 



The number of columns or 
rows selected are inserted. 
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Previewing 
Page Breaks 

If you want to print a 
worksheet that is larger than 
one page, Excel divides it 
into pages by inserting 
automatic page breaks. Tliese 
page breaks are based on 
paper size, margin settings, 
and scaling option you set. 
You can change which rows 
or columns are printed on 
the page by inserting 
horizontal or vertical page 
breaks. In page break preview, 
you can view the page breaks 
and move them by dragging 
them to a different location 
on the worksheet. 



TIP 



Remove a page break. 

Select the column or row next 
to the page break, click the 
Insert menu, and then click 
Remove Page Break. 



Insert a Page Break 




To insert a horizontal page 
break, click the column 
Indicator to the right of the 
location where you want to 
insert a page break. 



To Insert a vertical page 
break, click the row 
indicator below the 
location where you want to 
insert a page break. 



To start a new page, click 
the cell below and to the 
right of the location where 
you want a new page. 




Click the Insert menu, and 
then click Page Break. 



Preview and Move 
a Page Break 




Click the View menu, and 
then click Page Break 
Preview. 




Drag a page break to a 
new location. 




When you're done, click the 
View menu, and then click 
Normal. 




Page break 
Inserts here 



o 



Automatic page break 
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Printing a 
Worksheet 



At some point you'll want to 
print out your work so you 
can distribute it to others or 
use it for other purposes. You 
can print all or part of any 
worksheet and control the 
appearance of many fea- 
tures, such as the gridlines 
that display on the screen, 
whether the column letters 
and row numbers display, or 
whether some columns and 
rows are repeated on each 
page. 



TIP 



Print a worksheet quickly. 

Click the Print button on the 
Standard toolbar to print the 
active worksheet with the 
current print settings. 




TIP 



Print part of a worksheet. 

In page break preview, select 
the worksheet area you want to 
print, ControMick the selected 
area, click Set Ihint Area. 



Preview a Worksheet 

Click the File menu, and 
then click Print Preview. 




To preview the next page, 
click Next. 




To zoom in a page, click 
Zoom. Click Zoom again to 
return to the previous view. 




To change the margins, 
click Margins, and then 
drag a dotted margin line. 
Click Margins again to 
remove the dotted margin 
lines from Print Preview. 




Click Close. 



Print a Worksheet with 
Specific Options 




Click the File menu, and 
then click Print. 




Click the Printer pop-up 
menu, and then select the 
printer you want. 




Specify the copies, pages, 
and page source you want 
to use. 




Click the pop-up menu, 
and then select Microsoft 
Excel. 




Click Print. 
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TIP 



The print area should not 
include any columns or 
rows you want printed on 
every page. Including this 
data in the print area will 
cause that data to print twice 
on the first page. Instead, iL%e 
the Print Titles option. 



TIP 



Clear print area. Click the 
File menu, point to Print Area, 
and then click Clear Print 
Area. 



TIP 



You can reduce or enlarge 
the size of the printed 
characters. On the Page tab 
of the Page Setup dialog box, 
click the Adjust To up or down 
arrow to set the percentage size 
of the printed characters. Then 
click the Fit To up or down 
arrow to specif}^ the number of 
pages on which you want the 
worksheet to fit. 



TIP 



Print gridlines, column 
letters, and row numbers. 

Click the File menu, click Page 
.Setup, click the Sheet tab, click 
the Gridlines or Row And 
Column Headings check box, 
and then click OK. 



Print Row and Column 
Titles on Each Page 

Click the File menu, and 
click Page Setup. 



© 

© 

© 



© 



Click the Sheet tab. 

In the Print Titles area, 
enter the number of the 
row or letter of the column 
letter that contains the 
titles, or click the appropri- 
ate Collapse Dialog button, 
select the row or column 
with the mouse, and then 
click the Expand Dialog 
button to restore the dialog 
box. 

Click OK. 



Print Headers and 
Footers 




Click the File menu, and 
click Page Setup. 




Click the Header/Footer 
tab. 




Click Custom Header or 
Custom Footer. 




Enter header or footer text, 
or insert the page number, 
date, time, filename, or tab 
name In the Left, Center, or 
Right section. 



(?) Click OK. 

(^ Click OK again. 
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Creating a 
Formula 



A formula calculates values to 
return a result. In an Excel 
worksheet, you use values 
(such as 147 or $10.00), 
arithmetic operators (shown 
in the table), and cell 
references to create formulas. 
An Excel formula always 
begins with the equal sign 
(=). Although the formulas 
in the worksheet cells don't 
display, by default, you can 
change the view of the 
worksheet to display them. 
You can edit formulas just as 
you do other cell contents, 
using the formula bar or 
working in-cell. Using the fill 
handle, you can quickly copy 
formulas to adjacent cells. 



TIP 



Select a cell to enter Its 
address to avoid careless 
typing mistakes. CAkk a cell 
to insert its cell reference in a 
fonjiiila rather than t}'ping its 
address. 



Enter a Formula 




Click a cell where you want 
to enter a formula. 




Type = (an equal sign) to 
begin the formula. If you 
do not begin a formula 
with an equal sign, Excel 
will display the information 
you type; it will not 
calculate It. 




Enter the first argument. An 
argument can be a number 
or a cell reference. If It is a 
cell reference, you can type 
the reference or click the 
cell In the worksheet. 




Enter an arithmetic 
operator. 



© 

© 



Enter the next argument. 

Repeat steps 4 and 5 to 
add to the formula. 




Click the Enter button on 
the formula bar, or press 
Enter. Notice that the 
result of the formula 
appears in the cell and the 
formula appears in the 
formula bar. 
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ARITHMETIC OPERATORS 


Symbol 


Operation 


Example 


+ 


addition 


=E3+F3 


- 


subtraaion 


=E3-F3 


* 


multiplication 


=E3*F3 


/ 


division 


=E3/F3 





SEE ALSO 



See "Usin^i AutoCakulate and 
AutoI'UI" an page 144 for 
information on automatically 
fdling in a scries of numbers, 
dates, and other items. 



TIP 



Use the order of 
precedence to create 
correct formulas. Fonnulas 
containing more than one 
arithmetic operator follow the 
order of precedence. Excel 
perfonns its calculations based 
on the following order: 
exponentiation, multiplication 
and division, and finally, 
addition and subtraction. For 
example, in the formula 5 + 2 * 
3, Excel performs multiplication 
first (2*3) and addition after 
(5+6) for a result of 11. To 
change the order of precedence, 
use parentheses in a formula — 
Excel will calculate operations 
within parentheses first. Using 
parentheses, the result of (5 + 2) 
*3 is 21. 



Copy a Formula Using 
the Fill Handle 



© 



Select the cell that contains 
the formula you want to 
copy. 



Point to the fill handle 
located in the lower right 
corner of the selected cell 
(the pointer changes to a 
black plus sign). 




Drag the mouse until the 
adjacent cells where you 
want the formula pasted 
are selected, and then 
release the mouse button. 



Display Formulas 




Click the Tools menu, and 
then click Preferences. 



© 

© 



Click the View tab. 

Click to select the Formulas 
check box. 




Click OK. 



TIP 



What is an absolute cell 
reference? When you refer to 
cell in a formula that doesn't 
change even if you copy or 
move it. An absolute cell 
reference contains a dollar sign 
( $ ) to the left of the column or 
row reference or both. 
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Using Ranges 
in Formulas 



You can simplify formulas by 
using ranges and range 
names. For example, if 12 
cells in your worksheet 
contain yearly sales amounts, 
and you want to multiply 
each amount by 10%, you 
can insert one range address 
in a formula instead of 
inserting 12 different cell 
addresses, or you can insert a 
range name. Using a range 
name in a formula helps to 
identify what the formula 
does; the formula =1997 
SALES * .10, for example, is 
more meaningful than 
=1)7:07*. 10. 



Use a Range 
in a Formula 




Type an equal sign (=) to 
begin the formula. 



( 2 ^ Click the first cell of the 
range, and then drag to 
select the last cell in the 
range. Excel enters the 
range address for you. 



Complete the formula, and 
then click the Enter button 
on the formula bar, or press 
Enter. 



Use a Range Name 
in a Formula 




Type an equal sign (=) to 
begin the formula. 




Press F3 to display a list of 
named ranges. 




Click the name of the range 
you want to insert. 




Click OK in the Paste Name 
dialog box. 



Complete the formula, and 
then click the Enter button 
on the formula bar, or press 
Enter. 
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Performing 

Calculations 

Using 

Functions 



Functions arc predesigned 
formulas that save you the 
time and trouble of creating 
a commonly used equation. 
Excel includes hundreds of 
functions that you can use 
alone or in combination 
with other formulas or 
functions. Functions per- 
form a variety of tasks from 
adding, and averaging to 
more complicated tasks, such 
as calculating the monthly 
payment amount of a loan. 



Enter a Function 




Click the cell where you 
want to enter the function. 




Type = (an equal sign), 
type the name of the 
function, and then type (, 
an opening parenthesis. 
For example, to insert the 
SUM function, type 
=SUM(. 



Type the argument or click 
the cell or range you want 
to Insert In the function. 




Click the Enter button on 
the formula bar, or press 
Enter. Excel will automati- 
cally add the closing 
parenthesis to complete 
the function. 



TIP 



Use the Paste Function to 
enter a function. Select the 
cell where you want to enter a 
function, click the Paste 
function button on the 
Standard toolbar, click a 
function category, click a 
function, click OK, select cell 
references, and then click OK. 




o 
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COMMONLY USED EXCEL 


FUNCTIONS 


Function 


Description 


Sample 


SUM 


Displays the sum of the 
argument 


=S\Jl\A(argument) 


AVERAGE 


Displays the average value 
in the argument 


=AVERAG E(argument) 


COUNT 


Calculates the number of 
values in the argument 


=COUHT(argument) 


MAX 


Determines the largest 
value in the argument 


=[sAAK(argument) 


MIN 


Determines the smallest 
value in the argument 


=t\A\N{argument) 


PMT 


Determines the monthly 
payment in a loan 


=Ph/\T(argument) 
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Using 

AutoCalculate 
and AutoFill 



When you want to see the 
results of a calculation but 
don't want to insert a 
formula, you should use 
AuioC^ilculdLte. AutoCalculate 
is a feature that automatically 
displays the sum, average, 
maximum, minimum, or 
count in the status bar of 
values in whatever cells you 
select. This result does not 
appear on the worksheet 
when printed hut is useful for 
giving you a quick answer 
while you work. AutoFill is a 
feature that automatically 
fills in data based on adjacent 
cells. Using the fill handle, 
you can enter data in a series, 
or copy values or formulas to 
adjacent cells. 



SEE ALSO 



See "Creating a Fonnnia" on 
page 140 for infonriation on 
copying a formula using the fill 
handle. 



Calculate a Range 
Automatically 




Select the range of cells you 
want to calculate. The sum 
of the selected cells 
appears in the status bar 
next to SUM=. 




If you want to change the 
type of calculation 
AutoCalculate performs, 
Command-click the 
AutoCalculate display In 
the status bar. 




Click the type of calculation 
you want. 



Fill in Data 
Automatically 

Select the first cell In the 
range you want to fill, enter 
the starting value for the 
series, and then press Enter. 




Hold down Control as you 
drag the fill handle located 
in the lower right corner of 
the selected cell (the 
pointer changes to a black 
plus sign) over the range. 




On the shortcut menu, 
select the type of series you 
want. 
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Formatting Text and 
Numbers 

Changing Data 
Aiignment 

Adding Borders to Cells 

Creating a Chart 

Adding and Deleting a 
Data Series 

Enhancing a Chart 



i n addition to using a worksheet to calculate values, 
you can also use it to manage a list of information, 
sometimes called a database. You can use a Microsoft 
Excel 98 worksheet to keep an inventory list, a school 
grade book, or a cT-istomer database. Excel provides a 
variety of tools that make it easy to keep lists up to date 
and analyze them to get the information you want 
quickly. For example, you can use these tools to find out 
how many inventory items are out of stock, which 
students are earning an A average, or which product is 
the best selling item. 



Designing a 
Worfoheet 
with 
Excel 98 



Understanding List 
Terminology 

Creating a List 

Sorting Data in a List 

Analyzing Data Using a 
PivotTable 

Charting a PivotTable 

Tracking Changes in a 
Worksheet 

Protecting Your Data 



Analyzing Worksheet Data 

Excel's data analysis tools include alphanumeric 
organizing (called sorting), displaying information that 
meets specific criteria (called filtering), and summarizing 
of data within a table (called a PivotTable). 

You can analyze data directly in a worksheet, or use a 
feature called a Data Form, an on-screen data entry tool 
similar to a paper form. A Data Form lets you easily enter 
data by filling in blank text boxes, and then it adds the 
information to the bottom of the list. Ehis tool makes 
entering information in a lengthy list a snap! 
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Formatting 
Text and 
Numbers 



You can change the appear- 
ance of the data in the cells 
of a worksheet without 
changing the actual value in 
the cell. You can format text 
and numbers with font 
attributes, such as bolding; 
italics, or underlining, to 
enhance this data to catch 
the reader's eye and to focus 
the reader's attention. You 
can also apply numeric 
formats to the numbers in a 
worksheet to better reflect 
the type of information they 
present — dollar amounts, 
dates, decimals, and so on. 
For example, you can format 
a number to display up to 
15 decimal places or none at 
all. 



SEE ALSO 



See '"Selecting Multiple Cells" 
on page 130 for more 
infonnation about selecting 
cells before formatting them. 



Format Text Quickly 

Select a cell or range that 
contains the text you want 
to format. 

Click the Bold, Italic or 
Underline button on the 
Formatting toolbar to 
apply the attribute you 
want to the selected 
range. You can also click 
the Font or Font Size drop- 
down arrow, and then 
select a font or font size. 

You can apply more than 
one attribute as long as the 
range is selected. 



Format Text Using the 
Format Celis Dialog Box 




Select a cell or range that 
contains the text you want 
to format. 




Click the Format menu, and 
then click Cells. 



© 

® 

® 

® 



Click the Font tab. 

Click to select the font, font 
style, and size you want. 

Select the formatting 
options you want to apply. 

Preview your selections. 

Click OK. 
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TIP 



Use Format Painter to 
copy cell formats. To copy a 
cell format, select a cell or 
ran^e that contains the format 
you want to copy, click the 
Format Painter button on the 
Standard toolbar, and then 
dra^ to select the cell(s) you 
want to paint. 



TIP 



Use AutoFormat to save 
time. An AutoFormat is a 
combination of professionally 
designed formats in one. To 
apply an AutoFonnat, select a 
celt or range, click the Format 
menu, click AutoFonnat, and 
then click the format style you 
want from the Table Format 
list box. 



Format 

Numbers Quickly 




Select a cell or range that 
contains the number(s) you 
want to format. 




Click the Currency Style, 
Percent Style, Comma 
Style, Increase Decimal, or 
Decrease Decimal button 
on the Formatting toolbar 
to apply the numeric 
attribute you want to the 
selected range. 



You can apply more than 
one attribute as long as the 
range is selected. 



Format Numbers Using 
the Format Cells Dialog 
Box 




Select a cell or range that 
contains the number(s) you 
want to format. 




Click the Format menu, and 
then click Cells. 



© 

© 

© 

© 

© 



Click the Number tab. 

Click to select a category. 

Select the formatting 
options you want to apply. 

Preview your selections. 

Click OK. 
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Changing 

Data 

Alignment 

When you enter data in a 
cell, Excel aligns labels on 
the left edge of the cell and 
aligns values and formulas 
on the right edge of the cell. 
How Excels aligns the 
contents of a cell relative to 
the left or right edge of a cell 
is known as horizontal 
alignment and how Excel 
aligns cell contents relative 
to the top and bottom of a 
cell is called vertical align- 
ment. Excel also provides an 
option for changing the flow 
and angle of characters 
within a cell. Tlie orientation 
of the contents of a cell is 
expressed in degrees. The 
default orientation is 0° in 
which characters appear 
horizontally within a cell. 



Change Alignment 
Using the Format Cells 
Dialog Box 




Select a cell or range that 
contains the data you 



want to realign. 




Click the Format menu, and 
then click Cells. 



© 
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Click the Alignment tab. 

Click the Horizontal pop-up 
menu, and then select an 
alignment. 




Click the Vertical pop-up 
menu, and then select an 
alignment. 




Select an orientation by 
clicking a point on the 
orientation map or by 
clicking the Degrees up or 
down arrow. 




If necessary, click one or 
more Text Control check 
boxes. 

Click OK. 



TIP 



Change simple alignment 
quickly. Select a cell or range, 
and then select the Align Left, 
Center, or Align Right hulton 
on the Formatting toolbar. 
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ALIGNMENT TOOLBAR BUTTONS 


Icon 


Button Name 


Description 




B 


1 Align Left 


Aligns cell contents on the left edge 
of the cell 




B 


Center 


Centers the cell contents in the 
middle of the cell 




B 


Align Right 


Aligns cell contents on the right 
edge of the cell 




g 


Merge And Center 


Centers cell contents accross the 
columns of a selected range 







Adding 
Borders to 
CeUs 



YouVe probably found that 
the light gray grid that 
displays on the worksheet 
screen helps your eyes 
connect from cell to cell. 
However, Excel does not 
include this grid on print- 
outs. You can choose to 
print gridlines using the 
Page Setup dialog box or 
improve on the grid pattern 
by adding different types of 
borders to a worksheet. You 
can add borders to some or 
all sides of a single cell or 
range. You can select borders 
of varying line widths and 
colors. 



TIP 



Add a border quickly. Select 
a cell or ran^e, click the 
Borders drop-down arrow on 
the Formattin,^ toolbar, and 
then select a border style. 




Apply a Border 
Using the Format 
Cells Dialog Box 




Select a cell or range 
where you want to apply 
borders, or to select the 
entire worksheet, click the 
Select All button. 




Click the Format menu, and 
then click Cells. 



© 
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Click the Border tab. 

Select a line type from the 
Style box. 




If you want a border on the 
outside of a cell or range, 
or lines inside a range of 
cells, click the Outline or 
Inside icon. If you want to 
remove a border, click the 
None icon. 




To choose the other 
available Border options, 
click a Border icon, or click 
in the Border box at the 
location where you want 
the border to appear. 




Click the Color pop-up 
menu, and then select a 
color for the border you 
have selected. 




Click OK. 
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Creating a 
Chart 



You have many choices to 
make when you create a 
chart, from choosing the 
chart type you want to use 
to choosing the objects you 
want to include and the 
formatting you want to 
apply. Excel simplifies the 
chart-making process with a 
feature called the Chart 
Wizard. The Chart Wizard is 
a series of dialog boxes that 
leads you through all the 
steps necessary to create an 
effective chart. You pick and 
choose from different chart 
types and styles and select 
any options you might want 
to apply while the Chart 
Wizard is open. Any options 
you don't add while the 
Chart Wizard is open can 
always be added later. 



a 

Chart Wizard button 



Create a Chart Using 
the Chart Wizard 




Select the data range you 
want to chart. Make sure 
you include the data you 
want to chart and the 
column and row labels in 
the range. The Chart 
Wizard expects to find this 
information and automati- 
cally incorporates it in your 
chart. 



Click the Chart Wizard 
button on the Standard 
toolbar. 



© 

© 
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Click a chart type. 

Click a chart sub-type. 

Click the Press And Hold To 
View Sample button to 
preview your selection. 



© 
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Click Next. 

Make sure the correct data 
range is selected. 




Select the appropriate 
option button to plot the 
data series In rows or in 
columns. 




Click Next. 
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TIP 



You can make changes 
while using the Chart 
Wizard. Click the Back button 
to make changes before clicking 
the Finish button. 



Place Chart As Object 





To identify the data in the 
chart, type the titles in the 
appropriate text boxes. 




Click Next. 



Select the option you want 
to place the chart on a new 
sheet or on an existing 
sheet. If you choose to place 
the chart on an existing 
sheet rather than on a new 
sheet, the chart is called an 
embedded object. 



13 ) Click Finish. 



SEE ALSO 



See "Inserting a Graph Chart in 
a Slide" on page 206 for more 
information about charting. 



SEE ALSO 



See "Embedding and Lit iking 
hifonnation" on page 224 for 
more information on 
embedding a chart. 
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Adding and 
Deleting a 
Data Series 



Each range of data that 
comprises a bar, column, or 
pie slice is called a data series; 
each value in a data series is 
called a data point. The data 
series is defined when you 
select a range and then open 
the Chart Wizard. 

But what happens if you 
want to add a data series once 
a chart is complete? Using 
Excel, you can add a data 
series by changing the data 
range information in the 
Chart Wizard, by using the 
Chart menu, or by dragging a 
new data series into an 
existing chart. 

As you create and modify 
more charts, you might also 
find it necessary to delete 
one or more data series. You 
can easily delete a data series 
by selecting the series and 
pressing the Delete key. 



Add a Data Series to a 
Chart Quickly 

Select the range that 
contains the data series 
you want to add to your 
chart. 



Drag the range into the 
existing chart, and then 
release the mouse button. 



Excel automatically displays 
the chart with the added 
data series. 



Delete a Data Series 

Select the chart that 
contains the data series 
you want to delete. 




Click any data point in the 
data series. 




Press Delete, and then press 
Enter. 



Excel automatically displays 
the chart without the 
deleted data series. 
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TIP 



You can choose to delete 
one data point in a chart. 

To delete one data point but 
keep the rest of the series in the 
chart, click the data point twice 
so that it is the otdy point 
selected, and then press the 
Delete key. 



TIP 



Use the Undo button to 
reverse a deletion. CAick the 
Undo button on the Standard 
toolbar to restore the deleted 
data series or data point to the 
chart. 



lO 



SEE ALSO 



See '"Enhancing a Chart'* on 
pa^e 154 for more infonnation 
on how to customize your 
chart (s) to fit your needs. 



TIP 



Add a trendline. A trendline 
helps you analyze problems of 
prediction. Select the chart you 
want to add a trendline, click 
the Chart menu, click Add 
rrendline, select a trend type, 
and then click OK. 



Add a Data Series 
Using the Add 
Data Dialog Box 




Select the chart to which 
you want to add a data 
series. 



Click the Chart menu, and 
then click Add Data. 




Click the Collapse Dialog 
Box button or type the 
range in the Range box. 




Drag the pointer over the 
new range you want to 
add. 




Click the Expand Dialog 
Box button. 




Click OK. 



Change a Data Series 




Select the chart for which 
you want to change a data 
series. 




Click the Chart menu, and 
then click Source Data. 
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Click the Series tab. 

Click the series name you 
want to change. 




Click the Collapse Dialog 
Box button to change the 
Name or Values. 




Click OK. 



. Add OAta 



Select the new data you vish to add to the chart. 

Include the cell* cantatning row or column labels 
If you want those labels to appear on the chart. 

Range; II 
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Enhancing 
a Chart 



You can add chart objects, 
such as titles, legends, and 
text annotations, and chart 
options, such as gridlines, to a 
chart to enhance the 
appearance of the chart and 
increase its overall effective- 
ness. A chan title helps to 
identify the primary purpose 
of the chan, and a title for 
each axis further clarifies the 
data that is plotted. Titles 
can be more than one line 
and formatted just like other 
worksheet text. You can 
format any element in a 
chart to add interest. You can 
change color, patterns, labels, 
fonts, scale, and alignment. A 
legend helps the reader 
connect the colors and 
patterns in a chart with the 
data they represent. Gridlines 
are horizontal and vertical 
lines you can add to help the 
reader determine data point 
values in a chart that without 
the gridlines would be 
difficult to read. 



Add a Title 

Select a chart to which you 
want to add a title or titles. 




Click the Chart menu, and 
then click Chart Options. 
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Click the Titles tab. 

Type the text you want for 
the title of the chart. 




Press Tab and type a title 
for the x-axis. 




Press Tab and type a title 
forthey-axis. 




Click OK. 



Add or Delete a Legend 




Select the chart to which 
you want to add or delete 
a legend. 




Click the Chart menu, and 
then click Chart Options. 
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Click the Legend tab. 

Click the Show Legend 
check box to add or delete 
a legend. 




Click a Placement option to 
indicate the location of the 
legend. 




Click OK. 
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TIP 



Add a text annotation to 
a chart. Select the chart you 
want to add a text box, type 
the text annotation in the 
formula bar, press Return, and 
then drag the selected text box 
to a new location. Press Esc to 
deselect the text box. 



TIP 



Change the chart type. 

Select the chart you ward lo 
change, click the Chart menu, 
click Chart Type, select a chart 
type, select a chart sub-type, 
and thetJ click OK. 



TIP 



Major gridlines vs. minor 
gridlines. Major gridlines 
ocair at each value on an axis; 
minor gridlines occur between 
values on an axis. Use gridlines 
sparingly and only when they 
improve the readability' of a 
chart. 



Format a Chart Element 




Select a chart to which you 
want to format an element. 




Double-click the chart 
element you want to 
format. 




Click the appropriate tab 
with the type of change you 
want to make. 




Click the formatting options 
you want to change or 
apply. 




Click OK. 



Add Gridlines 




Select a chart to which you 
want to add gridlines. 




Click the Chart menu, and 
then click Chart Options. 
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Click the Gridlines tab. 

Select the type of gridlines 
you want for the x-axis 
(vertical) and the y-axis 
(horizontal). 




Click OK. 
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Understanding List 
Terminology 



A database is a collection of related records. Examples of 
databases are an address book, a list of customers or 
products, and a telephone directory. In Excel, a data- 
base is referred to as list. 



Record 

One set of related fields, such as all the fields 



List range 

The block of cells that 
contains the list or part of 
the list you want to- 
analyze. The list range 
cannot occupy more than 
one worksheet. 




pertaining to one customer or one product. In a 
worksheet, each row represents a unique record. 



Field 



One piece of information, such as customer's last 
name or an item's code number. In a worksheet, 
each column represents a field. 



Field name 

The title given to a field. In 
an Excel list, the first row 
contains the names of each 
field. Each field name's 
maximum length Is 255 
characters, including upper 
and lowercase letters and 
spaces. 
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Creating a 
List 



To create a list in Excel, you 
can enter data in worksheet 
cells, just as you do any 
other worksheet data, but 
the placement of the field 
names and list range must 
follow these rules: 

♦ Field names must occupy a 
single row and be the first 
row in the list. 

♦ Enter each record in a 
single row, with each field 
in the column correspond- 
ing to the field name. 

♦ Do not include any blank 
rows within the list range. 

♦ Do not use more than one 
worksheet for a list range. 

Don't worry about 
entering records in any 
particular order; Excel offers 
several tools for organizing 
an existing list. 



Create a List 




Open a blank worksheet, or 
use a worksheet that has 
enough empty columns 
and rows for the list. 




Enter a name for each field 
in adjacent columns across 
the first row of the list. 




Enter the field Information 
for each record in a 
separate row, starting with 
the row directly beneath 
the field names. 



Take advantage of features, 
such as AutoComplete, that 
make data entry easier. 



Enter a Label 
Using the PickList 




Control-click the cell where 
you want to enter a label, 
and then click Pick From 
List. 




Select an entry from the 
pop-up menu. 



TIP 



Create a PickList. Select the 
cells with the items you want to 
inchule in the PickList, 
Control-click any cell included 
in the PickList, and then click 
Pick From List. 
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Sorting Data 
in a List 



Once you enter records in a 
list, you can reorganize the 
information by filtering or 
sorting the records. Instead 
of viewing the entire list, you 
can use AiitoFilter to select 
the part of the list you want 
to display in the column. 
Sometimes, you might want 
to sort records in a client list 
alphabetically by last name 
or numerically by date of 
their last invoice. You can 
sort a list alphabetically or 
numerically, in ascending or 
descending order using a 
field or fields you choose as 
the basis for the sort. You can 
sort a list on one field using 
the Standard toolbar or on 
multiple fields using the Data 
menu. A simple sort — such as 
organizing a telephone 
directory alphabetically by 
last name — can be made 
complex by adding more 
than one sort field (a field 
used to sort the list). 



Display Parts of a List 




Click anywhere within the 
list range. 




Click the Data menu, point 
to Filter, and then click 
AutoFiler. 




Click the pop-up menu of 
the field you want to use to 
specify search criteria. 




Select the item that records 
must match in order to be 
included in the list. 




Click the Data menu, point 
to Filter, and then click 
AutoFiler to redisplay all 
records in the list. 



Sort Data Quickly 




Click a field name you want 
to sort on. 




Click the Sort Ascending or 
the Sort Descending 
button on the Standard 
toolbar. 



In a list sorted In ascending 
order, records beginning 
with a number In the sort 
field apear first (0-9, A-Z). 

In a list sorted in descend- 
ing order, records begin- 
ning with a letter in the 
sort field appear first (Z-A, 
9-0). 
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TIP 



Protect your original list 
order with an index field. 

Before sorting a list for the first 
time, try to inchuie an index 
field, a field that contains 
ascending consecutive numbers 
(1, 2, 3, etc.)- That way, you'll 
always be able to restore the 
original order of the list. 



TIP 



Sort data in rows. If the 

data you want to sort is listed 
across a row instead of down a 
column, click the Options 
button in the Sort dialog box, 
and then click the .Sort I.efl To 
Right option button in the Sort 
Options dialog box. 



Sort a List Using More 
than One Field 




Click anywhere within the 
list range. 




Click the Data menu, and 
then click Sort. 




Click the Sort By pop-up 
menu, and then select the 
field on which the sort will 
be based (the primary sort 
field). 




Click the Ascending or 
Descending option button. 



Click the first Then By pop- 
up menu, select a second- 
ary sort field, and then click 
the Ascending or Descend- 
ing option button. 




If necessary, click the second 
Then By drop-down arrow, 
select a tertiary sort field, 
and then click the Ascend- 
ing or Descending option 
button. 




Click the Header Row 
option button to exclude the 
field names (In the first 
row) from the sort, or click 
the No Header Row option 
button to include the field 
names (in the first row) In 
the sort. 




Click OK. 




o 



o 



o 



o 



o 




Designing a Worksheet with Excel 98 1 59 






Analyzing 
Data Using a 
PivotTable 



When you want to summa- 
rize information in a lengthy 
list using complex criteria, 
use the PivotTable to 
simplify your task. Without 
the PivotTable, you would 
have to manually count or 
create a formula to calculate 
which records met certain 
criteria, and then create a 
table to display that infor- 
mation for a report or 
presentation. Once you 
determine what fields and 
criteria you want to use to 
summarize the data and how 
you want the resulting table 
to look, the PivotTable 
Wizard docs the rest. 



TIP 



Use the Office Assistant to 
get help. Click the Office 
Assistant button in the lower 
left corner of the dialog box for 
help using the PivotTable 
Wizard. 

Ill 



Create a PivotTable 




Click any cell within the list 
range. 




Click the Data menu, and 
then click PivotTable 
Report. 




If using the list range, make 
sure the Microsoft Excel List 
Or Database option button 
is selected. 



© 

© 



Click Next. 

If the range you want is 
"'Database" (the active list 
range), then skip to step 8. 




If the range does not 
include the correct data, 
click the Collapse Dialog 
Box button. 




Drag the pointer over the 
list range. Including the 
field names, to select a 
new range, and then click 
the Expand Dialog Box 
button. 



Click Next. 

Drag field name(s) to the 
ROW and COLUMN and 
DATA areas. 



(1^ Click Next. 

(l^ Specify the location of the 
worksheet you want to use 
in the text box, and then 
click Finish. 
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Charting a 
PivotTable 



Data summarized in a 
PivotTable is an ideal 
candidate for a chart, since 
the table itself represents an 
overwhelming amount of 
difficult-to-read data. Once 
you select data within the 
PivotTable (using buttons on 
the PivotTable toolbar), then 
you can chart it like any 
other worksheet data using 
the Chart Wizard. 



Create a Chart from a 
PivotTable 




Click the PivotTable pop-up 
menu on the PivotTable 
toolbar, point to Select, 
and then click Label And 
Data, or click the Select 
Label And Data button on 
the PivotTable toolbar. 



( 2 ^ Click the Chart Wizard 
button on the Standard 
toolbar. 




Make your selections in 
each of the four Chart 
Wizard dialog boxes. 



\4J When youVe done, click 
Finish. 



SEE ALSO 



See "Creating a Chart" on 
page 150 for wore infbnnation 
about ming the Chart Wizard. 




o 
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Tracking 
Changes in a 
Worksheet 



As you build and fine-tune a 
worksheet, you can keep 
track of all the changes that 
are made at each stage in the 
process. The Track Changes 
feature makes it easy to know 
who has made what changes 
and when the changes were 
made. To take full advantage 
of this feature, turn it on the 
first time you or a co-worker 
edit a workbook. Then when 
it's time to review the 
workbook, all the changes 
will be recorded. You can 
review a workbook at any 
point to see what changes 
have been made and who 
made them. Cells containing 
changes are surrounded by a 
blue border, and the changes 
made can be viewed in- 
stantly by moving your 
mouse pointer over any 
outlined cell. When you're 
ready to finalize the work- 
book, you can review it and 
either accept or reject the 
changes. 



Turn On the Track 
Changes Feature 




Click the Tools menu, point 
to Track Changes, and 
then click Highlight 
Changes. 




Click the Track Changes 
While Editing check box. 



(3) Click OK. 

Click OK to save the 
workbook and to continue 
working. 



View Changes That 
Are Tracked 




Position the mouse pointer 
over an edited cell (the cell 
with the triange in the left 
corner). 




To hide the comment, move 
the mouse pointer away 
from the edited cell. 
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TIP 



Title bar changes to alert 
you of shared status. When 
you or another user apply the 
Track Changes command to a 
workbook, the message 
"[Shared I" appears in the title 
bar of the workbook to alert 
you that this feature is active. 



SEE ALSO 



See "Editing Cell Contents '' on 
page 128 for more infonnation 
about changing the contents of 
a cell. 



TIP 



Make your workbook 
exclusive again. To remove 
the shared status, click the 
Tools menu, point to Track 
Changes, click Highlight 
Changes, click to deselect the 
Track Changes While E^diting 
check box, and then click Yes 
to make the workbook 
exclusive. 



Accept or Reject 
Tracked Changes 




Click the Tools menu, 
point to Track Changes, 
and then click Accept 
Or Reject Changes. 



If necessary, click OK to save 
the workbook. 




Click OK to begin review- 
ing changes. 




If necessary, scroll to review 
all the changes, and then 
click: 



♦ Accept to make the 
selected change to the 
worksheet. 

♦ Reject to remove the 
selected change from 
the worksheet. 

♦ Accept All to make all 
the changes to the 
worksheet after you 
have reviewed them. 

♦ Reject All to remove all 
the changes to the 
worksheet after you 
have reviewed them. 

Click Close. 
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Protecting 
Your Data 



Protect Your Worksheet 




Click the Tools menu, point 
to Protection, and then click 
Protect Sheet. 



You work very hard creating 
and entering information in 
a workbook. To preserve all 
your work — particularly if 
your files are being used by 
others — you can password 
protect its contents. You can 
protect a sheet or an entire 
workbook. In each case, 
youTl be asked to supply a 
password, and then enter it 
again when you want to 
work on the file. 



TIP 



Protect your password. 

Make sure you keep your 
passwonl hi a safe place. Also, 
lr}> to avoid obvious passwords 
like your name or your 
company. 



Using the Tools menu, you 
can protect an individual 
sheet, the entire workbook, 
or you can protect and 
share a workbook. The 
steps for all are similar. 




Click the check boxes for 
the options you want 
protected in the sheet. 




Type a password. 



A password contains any 
combination of letters, 
numbers, spaces, and 
symbols. Excel passwords 
are case sensitive so you 
must type upper- and 
lowercase letters correctly 
when you set or enter 
passwords. 



© 

© 



Click OK. 

Retype the password. 
Click OK. 



TIP 



You need your password to 
unprotect a worksheet. 

Turn off protection by clicking 
the Tools menu, point to 
Protection, and (hen click 
Unprotect Sheet. Enter the 
password, and then click OK. 
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: Confirm Password I 



Reenter password to proceed 



Caution: If gou lose or forget the password, it cannot be 
recovered. It is advisable to keep a list of passwords and 
their corresponding workbook and sheet names in a safe 
place. ( Remember that passwords are case-sensitive.) 
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Customizing Excel 

Freezing Columns and 
Rows 

Adding Records Using 
a Data Form 

Managing Records Using 
a Data Form 

Working with Templates 

Sharing Workbooks 

Consolidating Data 

Creating Links Between 
Worksheets 

Auditing a Worksheet 

Creating Scenarios 

Generating Reports 

Understanding Macros 

Recording a Macro 

Running a Macro 



i f your worksheet or workbook needs go beyond 
simple calculations, Microsoft Excel 98 offers several 
tools to help you create worksheets that address more 
specialized projects. With Excel's linking capabilities, you 
can share data among worksheets and workbooks. 



Linking and Sharing Data in Excel 

For many projects, you might need to use more than 
one worksheet to record, analyze, or present 
information. If you run a business, for example, you 
might use one Excel worksheet to maintain a price list 
for your products or services and another worksheet as 
an invoice form. When you generate an invoice, you 
need to enter the price for each product. You could 
check the price list and then enter the price for each 
product purchased. But what if your prices change 
often? You'd have to look up each price and enter it 
every time you generate an invoice. A better solution is 
to establish a link. You can link a formula that 
references a cell in the price list worksheet to a cell in 
the invoice worksheet, so that the invoice worksheet 
always reflects the most up-to-date prices. Linking 
makes it easy to calculate results no matter how often 
your worksheet changes, because it automatically 
updates values as necessary. 



Building 
Powerffl 
Worksheets 
with 
Excel 98 
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Customizing 

Excel 



lb create a work environ- 
ment that addresses your 
needs, Excel offers a variety 
of options that can be 
customized. The Preferences 
dialog box contains tabs for 
changing General options, 
such as the default font and 
the number of sheets in a 
new workbook, Edit options, 
such as where to move the 
active cell after you enter 
data and whether to allow 
drag-and-drop cell moving. 
Calculation options, such as 
whether you want Excel to 
automatically recalculate a 
worksheet whenever you 
change a value, and many 
more aspects of working in 
the program. 



TIP 



Change cell selection after 
you press the Enter key. On 

the Edit tab, click the Direction 
pop-itp menu, and then select a 
direction to change the 
direction of the cell pointer 
after you press the Enter key. 



© 

© 

© 

© 



Change General Options 

Click the Tools menu, and 
then click Preferences. 

Click the General tab. 

To turn on a setting in 
Excel, click the check box 
for the option you want. 

To change the number of 
recently used files listed at 
the bottom of the File 
menu, click the spin arrows 
to set the number of files 
you want. 

To change the default 
number of sheets in a new 
workbook, click the spin 
arrows to set a number. 

To change the default font, 
click the Standard Font 
pop-up menu, and then 
select a new font. 

To change the default font 
size, click the Size pop-up 
menu, and then select a 
new font size. 

© To specify where Excel 
should automatically look 
for existing files or newly 
saved files, enter the 
location of your default 
folder. 



© 



© 



© 



© 



Click the User Name text 
box and edit its contents. 



10 ) Click OK. 
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Freezing 
Columns 
and Rows 



Large worksheets present a 
particular dilemma when it 
comes to working efficiently. 
If you scroll down to see the 
bottom of the list, you can 
no longer see the column 
names at the top of the list. 
Instead of repeatedly 
scrolling up and down, you 
can temporarily fix, or freeze, 
those column or row 
headings so that you can see 
them no matter where you 
scroll in the worksheet. 

When you freeze a row 
or column, you are actually 
splitting the screen into one 
or more panes (window 
sections) and freezing one of 
the panes. You can split the 
screen into up to four panes 
and can freeze up to two of 
these panes. You can edit the 
data in a frozen pane just as 
you do any Excel data, but 
the cells remain stationary 
even when you use the scroll 
bars; only the unfrozen 
part(s) of the screen scrolls. 



Freeze Columns 
and Rows 




Click any cell in the row 
below the rows you want 
to freeze, or in the column 
to the right of the columns 
you want to freeze. 




Click the Window menu, 
and then click Freeze 
Panes. 



♦ When you freeze a 
pane horizontally, all 
the rows above the 
active cell freeze. When 
you freeze a pane 
vertically, all the 
columns to the left of 
the active cell freeze. 

♦ When you freeze a 
pane, it has no effect 
on how a worksheet 
looks when printed. 



Unfreeze Columns 
and Rows 




Click the Window menu, 
and then click Unfreeze 
Panes. 
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Adding 
Record^ 
Using a Data 
Form 



A Data Fonti is an optional 
method of entering informa- 
tion in a list range. Once 
field names are entered, you 
access a Data Form using the 
Data menu. You don't even 
need to select the list range 
first; as long as the active cell 
is somewhere within the list 
range when the Data l-orm is 
opened, Excel will automati- 
cally locate the list. 

As you add new records 
to the form, the list range is 
constantly updated to 
include the new rows. Fhis 
means that as new records 
are added. Excel automati- 
cally enlarges the list range. 



TIP 



Use wildcards to find data 
in a list quickiy. The 

wildcard stands for any 
single character, while 
stands for many characters. 
R?N misht find RAN or RUN 
while R *N might find RUN, 
RAN, RUIN, or RATION. 



Add Records Using 
a Data Form 




Click any cell within the list 
range. 




Click the Data menu, and 
then click Form. 



© 



Click New. 

Type each field entry In the 
appropriate text box. 

Move from field to field by 
pressing the Tab key or by 
clicking in each field. 




Click Close. 



Delete a Record 




Click anywhere within the 
list range. 




Click the Data menu, and 
then click Form. 




Click Find Prev or Find 
Next to advance to the 
record you want to delete. 



Click Delete 

Click OK to confirm the 
deletion. 




Click Close. 
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Managing 
Records 
Using a Data 
Form 



You can use a Data Form to 
display, edit, or delete 
selected records within a list. 
To display only selected 
records in the Data Form, 
you specify the search 
criteria — the information a 
record must contain — in the 
Data Form, and Excel uses 
that criteria to find and 
display matching records. 
Although the Data Form 
only shows the records that 
match your criteria, the 
other records still exist in 
the list. If more than one 
record matches your criteria, 
you can use the Data Form 
buttons to move through 
the records, editing or 
deleting them. 



TIP 



You can return to the 
complete list of records at 
any time. Return to the initial 
Data Form by clicking the 
Form button in the Locator 
dialog box. 



Display Selected 
Records 




Click anywhere within the 
list range. 




Click the Data menu, and 
then click Form. 



© 

© 



Click Criteria. 

Type the information you 
want matching records to 
contain. You can fill in one 
or more fields. 




Click Find Prev or Find 
Next to advance to a 
matching record. 




Click Close. 



Edit a Record 




Click anywhere within the 
list range. 




Click the Data menu, and 
then click Form. 




Find a record that requires 
modification. 




Click in the field you want to 
edit to position the insertion 
point, and then use the 
Delete or Del key to modify 
the text. 




Click Close. 




o 



o 



5 




Click the scroll 
arrows or scroll 
bar to move 
between records. 



4 



5 



3 
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Working 

with 

Templates 

You may not realize it, but 
every workbook you create is 
based on a template. Wlien 
you start a new workbook 
without specifying a template, 
Excel creates a new workbook 
based on the default tefuplate, 
wliich includes tliree work- 
sheets and no special formulas, 
labels, or formatting. When 
you specify a particular 
template in the New dialog 
box, whetlier it's one supplied 
by Excel or one you created 
yourself, Excel starts a new 
workbook that contains the 
formulas, labels, graphics, and 
fomiatting contained in that 
template. The template itself 
does not change when you 
enter data in the new work- 
lxx)k, because you are working 
on a new file, not with tlie 
template file. If you want to 
make changes to the template 
form itself, so that all new 
worktxx^ks are based on its 
change, you need to open the 
template and make your 
changes there. 



Open a Template 




Click the Open button on 
the Standard toolbar. 




Click the pop-up menu, 
and then select the drive 
and folder that contains 
the template you want to 
open. 



Click the List Files Of Type 
pop-up menu, and then 
select Templates. 




Click the filename of the 
template you want open. 




Click Open. 



Create a New Template 




Enter ail the information 
you want in a new 
workbook — including 
formulas, labels, graphics, 
and formatting. 




Click the File menu, and 
then click Save As. 




Click the pop-up menu, 
and then select a location 
for the template. 




Type a filename that will 
help you easily identify the 
template. 




Click the Save File As Type 
pop-up menu, and then 
select Templates. 




Click Save. 
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TIP 



Use the New Workbook 
button to open a default 
workbook. Clicking the New 
Workbook button on the 
Standard toolbar opens a 
workbook based on the default 
template. 



TIP 



Changing the default 
template affects all new 
workbooks you create. Be 

careful if you decide to make 
any changes to this template. 



TIP 



Test your template as you 
work. As you build a template, 
enter data in it to make sure the 
fonnulas work correctly. Then 
before saving it as a template, 
erase the data. 



Customize an Excel 
Template 




Open the Excel template 
you want to customize. 
Excel templates are 
located in the Templates 
folder within the Microsoft 
Office 98 folder. 




Click the Customize Your 
[Template Name] tab. 




Point to cell notes for 
comments that help you 
customize the template. 




Replace the placeholder 
text with your own 
information. 




Make any final changes 
you want. Remember that 
these changes will affect 
all new workbooks you 
create using this template. 




Click the Save button on 
the Standard toolbar. 




Close the template before 
using it to create a new 
workbook. 



TIP 



When to use macros and 
templates. Create a macro to 
make repetitive tasks more 
efficient; create a template for 
fill-in-the-blank data whose 
fonnat rarely changes. 




o 



o 
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Sharing 

Workbooks 



When you're working with 
others on a network, you 
often want to enable them 
to share workbooks you 
have created, as well as the 
responsibilities of entering 
and maintaining the data in 
them. Sharing means users 
can add columns and rows, 
enter data, and change 
formatting, but allows you 
to review their changes. This 
type of work arrangement is 
particularly effective in a 
team situation in which 
many users have responsi- 
bilities for different types of 
data — all of which are 
included in the same 
workbook. Once a workbook 
is stored on a network, you 
can take advantage of tools 
enabling multiple users to 
share a single file. In cases in 
which the same cells are 
modified by multiple users, 
lixcel can keep track of 
changes, and you can accept 
or reject them at a later date. 



Enable Workbook 
Sharing 




Open the workbook(s) you 
want to share. 




Click the Tools menu, and 
then click Share Work- 
book. 



Click the Editing tab. 

Click the Allow Changes By 
More Than One User At 
The Same Time check box. 



Click OK and then click OK 
again to save your 
workbook. 



Change Sharing 
Options 




Open the workbook(s) you 
want to share. 




Click the Tools menu, and 
then click Share Workbook. 



Click the Advanced tab, if 
necessary. 



♦ Changes made in a 
shared workbook can 
be discarded immedi- 
ately or kept for any 
number of days using 
the Day spin boxes. 
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TIP 



Excel alerts you If you are 
working in a shared file. 

When sharing is enabled, 
"[SharedI" appears in the title 
bar of the shared workbook. 



SEE ALSO 



See "Viewing the Excel 
Window" on page 124 for 
infornialion about arranging 
worksheets. 



SEE ALSO 



See "Freezing Columns and 
Rows" on page 167 for 
infonnation about seeing the 
column or row names at the top 
or side of the worksheet. 



♦ All changes can be 
saved only when the 
workbook is saved, or 
in any combination of 
your changes and 
others, in a time 
interval you specify. 

♦ When conflicting 
changes are made, you 
can choose to auto- 
matically have the last 
change saved (The 
Changes Being Saved 
Win option), or you 
can be asked by Excel 
which changes you 
want to keep (Ask Me 
Which Changes Win 
option). 

♦ You can choose to save 
none, either, or both of 
the personal view 
settings. Depending on 
which options are 
chosen, these are saved 
with your copy of the 
shared workbook. 

Click OK. 



Indicates that ttie workbook is shared 
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Consolidating 

Data 



In some cases, you'll want to 
consolidate data from 
different worksheets or 
workbooks into a workbook 
rather than simply linking 
the source data. For instance, 
each division in your 
company is creating a 
budget, and your task is to 
pull together the totals for 
each line item into one 
company-wide budget. If 
each divisional budget is laid 
out in the same way, with 
the budgeted amount for 
each line item at the same 
cell address, you can very 
easily consolidate all the 
information without any 
retyping. And, if data in 
individual workbooks 
changes, the consolidated 
worksheet or workbook will 
always be correct. 



SEE ALSO 



See "Creating Links Between 
Worksheets" on page 176 for 
infomuition on creating ami 
breaking links. 



Consolidate Data from 
Other Worksheets or 



Workbooks 




Open all the workbooks 
that contain the data you 
want to consolidate. 




Open or create the 
workbook that will contain 
the consolidated data. 




Select the destination 
range. Make sure you 
select enough cells to 
accommodate any labels 
that might be Included in 
the data you are consoli- 
dating. 




Click the Data menu, and 
then click Consolidate. 




Click the Function pop-up 
menu, and then select the 
function you want to use 
to consolidate the data. 




Click the Reference 
Collapse Dialog Box button 
and then select the cells to 
be consolidated, or type 
the location of the data to 
be consolidated. 



If necessary, use the 
Window menu to move 
between workbooks or to 
arrange them so they are 
visible at the same time. 
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TIP 



You can often consolidate 
worksheets even if they 
are not laid out identically. 

If the worksheets you want to 
consolklate aren't laid out with 
exactly the same cell addresses, 
hut they contain identical types 
of information, select the Top 
Row and Left Column check 
boxes in the Consolidate dialog 
box, so that Excel uses labels to 
match up the correct data. 




Click the Expand Dialog 
Box button. 



(s^ Click the Add button to 
add the reference to the 
list of consolidated ranges. 




Repeat steps 6 through 8 
until you have listed ail 
references to consolidate. 



(l^ Click the Create Links To 
Source Data check box. 

Click OK. 



TIP 



Merge workbooks using 
the Template Wizard. The 

Template Wizard takes data 
from a list template within a 
worksheet and consolidates the 
data in a list. Click the Data 
menu, click Template Wizard, 
and then follow the step-by-step 
instructions. 



TIP 



The Template Wizard 
might not be installed. If 

you don't see the Template 
Wizard on the Data menu, 
you'll need to install it by 
running the Value Pack 
Installer from the Microsoft 
Office 98 CD. 





Click the Plus button to see 
consolidated data. 



The Minus button Indicates 
consolidated data Is displayed, 



Consolidate data for March 
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Creating 

Links 

Between 

Worksheets 



A link can be as simple as a 
reference to a cell in another 
worksheet, or it can be part 
of a formula. You can link 
cells between sheets within 
one workbook or between 
different workbooks. The 
data in the cell that you 
want to link is called the 
source data. The cell or range 
to which you want to link 
the source data is called the 
destination cell or destination 
range. If you determine that 
linked data should no longer 
be continually updated, you 
can break a link easily. 



TIP 



Copy cells when you don't 
want the data to change. 

If you want to use data from 
another worksheet or workbook 
but do not want the data to 
change, simply copy or move the 
cells by dragging them or using 
the Clipboard. 



Create a Link Between 
Worksheets 




Select the destination cell 
or destination range. 



Click the Edit Formula 
button on the formula bar. 




Click the sheet tab that 
contains the source data. 




Select the cell or range 
that contains the source 
data. 



Click OK or click the Enter 
button on the formula bar. 



Break a Link 




Click the cell containing 
the linked formula you 
want to break. 




Click the Copy button on 
the Standard toolbar. 




Click the Edit menu, and 
then click Paste Special. 




Click the Values option 
button. 




Click OK. 
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Auditing a 
Worksheet 



When you create formulas 
on a worksheet, Excel can 
give visual cues to the 
relationship between cells in 
the formula. With the 
Auditing toolbar, you can 
examine the relationship 
between cells and formulas 
on your worksheet and 
identify errors. When you 
use the auditing tools, tracer 
arrows point out cells that 
provide data to formulas and 
the cells that contain 
formulas that refer to the 
cells. A box is drawn around 
ranges of cells that provide 
data to formulas. 



TIP 



Circle invalid data. To 

circle invalid data in a 
fonjiida, click the Circle 
Invalid Data button on the 
Auditing toolbar. Click the 
Clear Validation Circles button 
to clear the circles. 




Audit Cells in a 
Worksheet 




Click the cell for which you 
want to audit. 




Click the Tools menu, 
point to Auditing, and 
then click Show Auditing 
Toolbar. 




To find cells that provide 
data to a formula, select 
the cell that contains the 
formula, and then click the 
Trace Precedents button. 




To find out which formulas 
refer to a cell, select the 
cell and then click the Trace 
Dependents button. 




If a formula displays an 
error value, such as #DIV/ 
0!, click the Trace Error 
button to locate the 
problem. 




To remove arrows, click 
the Remove Precedent 
Arrows button. Remove 
Dependent Arrows button, 
or Remove All Arrows 
button. 




Click the Close box on the 
Auditing toolbar. 
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Creating 

Scenarios 



Since some worksheet data is 
constantly evolving, Excel 
gives you the ability to create 
multiple sets of values using 
scenarios, which let you 
speculate on a variety of 
outcomes. For example, the 
marketing department might 
want to see how their budget 
would be affected if sales 
decreased by 25%. The 
ability to create, save, and 
modify scenarios means a 
business will be better 
prepared for different 
outcomes to avoid economic 
surprises. 



TIP 



Don't forget to save your 
original scenario. Creating a 
scenario that contains 
unchanged values means you'll 
always he able to return to your 
original values. 



Create and Show 
a Scenario 



® 

® 

® 



® 

® 

® 





Click the Tools menu, and 
then click Scenarios, 

Click Add. 

Type a name in the 
Scenario Name box. 

Type the cells included in 
the scenario, or click the 
Collapse Dialog Box 
button, use your mouse to 
select the cells, and then 
click the Expand Dialog Box 
button. 

Type optional comments in 
the Comment box. 

Click OK. 

Type values for each of the 
displayed changing cells. 

Click OK. 

Click Show. 

Click Summary and then 
click OK. 

Click Close. 



TIP 



Create a custom view. 

Modify the display you want to 
save, click the View menu, 
click Custom Views, click Add, 
type a name for the custom 
view, and then click OK. 
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Each time a scenario is edited. Excel 
automatically adds a comment with 
the new modification date. 
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Generating 

Reports 

The sheets, custom views, 
and scenarios that you 
create within a workbook 
combine to produce power- 
ful individual worksheets. 
Since a workbook contains 
sheets with related data, you 
might want to generate 
reports that contain any 
combination of the data 
from your worksheets. Using 
Excel's Report Manager, you 
can create reports that 
contain workbook sheets, as 
well as custom views and 
scenarios. You can save and 
name your reports so you 
can use them in the future. 



TIP 



The Report Manager 
might not be installed. If 

you don't see the Report 
Manaxer on the View menu, 
you'll need to install it by 
running the Value Pack 
Installer from the Microsoft 
Office 98 CD. 



Create a Report 




Open the workbook you 
want to use to create the 
report. 




Create the custom views 
and the scenarios you want. 




Click the View menu, and 
then click Report 
Manager. 



© 

© 

© 



Click Add. 

Type a report name. 

Click the Sheet pop-up 
menu, and then select a 
sheet to add to the report. 




If necessary, click the View 
and Scenario pop-up 
menu to select a view and 
scenario. 



Click Add. (Repeat steps 6 
through 8 until all the 
necessary sheets have been 
added.) 




To change the order of a 
section, click the section 
you want to move, and 
then click the Move Up or 
Move Down button. 



Click OK. 




To print the report, click 
Print. 



12) Click Close. 







Click to add consecutive page numbers to the report 



10 
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Understanding How 
Macros Automate Your 
Work 



To complete many tasks in Excel, you need to execute a 
series of commands and actions. To print two copies of a 
selected range of Sheet2 of a worksheet, for example, you 
need to open the workbook, switch to Sheet2, select the 
print area, open the Print dialog box, and specify that you 
want to print two copies. If you often need to complete 
the same task, you'll find yourself repeatedly taking the 
same series of steps. It can become tiresome and irritating 
to continually repeat these same commands and actions 
when you can easily create a mini-program, or macro, that 
accomplishes all of them with a single command. 

Creating a macro is easy and requires no program- 
ming on your part. Excel simply records the steps you 
want included in the macro while you use the keyboard 
and mouse. When you record a macro, Excel stores the 
list of commands with the name of your choice. You can 
store your macros in the current workbook, in a new 
workbook, or in Excel's Personal Macro workbook. Storing 
your macros in the Personal Macro workbook make the 
macros available to you from any location in Excel, even 
when no workbook is open. 

Once a macro is created, you can make modifications 
to it, add comments so other users will understand its 
purpose, and find out if it runs correctly or not. 
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You can run a macro by choosing the Macro 
command on the Tools menu or by using a shortcut 
key or clicking a toolbar button you've assigned to it. 
When you click the Tools menu, point to Macro, and 
then click Macros, the Macro dialog box opens. 

From the Macro dialog box, you can create, edit, 
delete, or run a macro. If you have problems with a 
macro, you can step through the macro one command at 
a time, known as debugging. 




Indicates where the macro is stored 



Recording a 
Macro 



Recording a macro is almost 
as easy as using a tape 
recorder. Once you turn on 
the macro recorder. Excel 
records every mouse click 
and keystroke action you 
execute until you turn off 
the recorder. Then you can 
"play," or run, the macro 
whenever you want to repeat 
that series of actions. You 
don't even need to press a 
rewind button! 



TRY THIS 



Record a macro. Create a 
macro that records your name 
in a cell and includes attractive 
fonnalliny,. 



SEE ALSO 



See "Understanding How 
Macros Automate Your Work" 
on pas;e 180 for more 
information on where to uive a 
macro. 



Record a Macro 




Click the Tools menu, point 
to Macro, and then click 
Record New Macro. 




Type a name for the 
macro. This macro name 
appears in the list of 
available macros when you 
want to run a macro. 




Assign a shortcut key to 
use a keystroke combina- 
tion instead of a menu 
selection to run the macro. 




Click the Store Macro In 
pop-up menu, and then 
select a location. If you 
want the macro to be 
available for all your 
worksheet, save it in the 
Personal Macro workbook. 




Type a description. If you 
want. The description 
appears at the bottom of 
the Macro dialog box. 



© 

© 



Click OK. 

Execute each command or 
action you need to 
complete the macro's task. 
Take the time to complete 
each action correctly, since 
the macro will repeat all 
moves you make, but at a 
much faster rate. 




Click the Stop Recording 
button. 



o 





o o 



o 
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Running a 
Macro 



Running a macro is similar to 
choosing a command in 
Excel. You can run a macro 
by selecting a menu com- 
mand, issuing a keyboard 
combination, or clicking a 
toolbar button, just as you 
might execute any Excel 
command. 

When you record a 
macro, you can specify how 
you want to be able to play 
it back when you need it. 

You can also assign a toolbar 
button to a macro. Where 
you store a macro when you 
save it determines its 
availability later. Macros 
stored in the Excel Personal 
Macro workbook are always 
available, and macros stored 
in any other workbooks are 
only available when the 
workbook is open. 



Run a Macro Using a 
Menu Command 




Click the Tools menu, point 
to Macro, and then click 
Macros. 




If necessary, click the 
Macros In pop-up menu, 
and then select the 
workbook that contains 
the macro you want to 
run. 




Click the name of the 
macro you want to run. 




Click Run. 



TIP 



Run a macro. Click the 
button assi^ied to the macro or 
issue the shortcut key you 
assigned to the macro. 
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Creating a New 
Presentation 

Generating Ideas Using 
AutoContent Wizard 

Choosing a Template 
Design 

Viewing the PowerPoint 
Window 



W hether yoii need to put together a quick 
presentation of sales figures for your 
management team or create a polished slide show for 
your company's stockholders, Microsoft PowerPoint 98 
can help you present your information efficiently and 
professionally. 



Introducing PowerPoint 



Creating a 

Presentation 

with 

PowerPoint 

98 



The PowerPoint Views 

Creating Consistent Slides 

Entering Text 

Developing an Outline 

Rearranging Slides 

Controlling Slide 
Appearance with Masters 

Applying a Color Scheme 

Printing a Presentation 



PowerPoint is a presetiLciUon graphics program: software that 
helps you create a slide show presentation. PowerPoint 
makes it easy to generate and organize ideas. It provides 
tools you can use to create the objects that make up an 
effective slide show — charts, graphs, bulleted lists, eye- 
catching text, multimedia video and sound clips, and 
more. PowerPoint also makes it easy to create slide show 
supplements, such as handouts, speaker's notes, and 
transparencies. 

When you're ready, you can share your 
presentation with others, regardless of whether they 
have installed PowerPoint, in the office or on the 
Internet, where you can take instant advantage of the 
power of the World Wide Web from your planning 
stages right up to showing your presentation. 
PowerPoint also includes powerful slide show 
management tools that give you complete control. 
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Creating a 
New 

Presentation 



When you first start 
PowerPoint, a dialog box 
opens that provides several 
presentation type options; 
the option you choose 
depends on the require- 
ments of your presentation. 
You can click the Cancel 
button to close the dialog 
box without making a 
selection. You can also create 
a new presentation once 
PowerPoint has started by 
using the File menu. 



TIP 



You can have more than 
one presentation open at a 
time. This is an especially 
useful feature when you want 
to copy slides from one 
presentation into another. To 
switch between open 
presmtations, click the Window 
menu, and then click the 
presentation you want to 
switch to. 



Start a New 
Presentation 



© 

© 



Start PowerPoint. 

Click the option button you 
want to use to begin your 
presentation. 



© 

© 



Click OK. 

Follow the Instructions that 
appear. These will vary 
depending on the 
presentation type you 
chose. 



Start a New 
Presentation Within 
PowerPoint 




Click the File menu, and 
then click New. 



Click the tab to display the 
options you want to use to 
begin your presentation. 




Click the Icon you want to 
use as the basis of your 
presentation. 




Click OK. 
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Helps you generate presentation content 




o 



Opens a list of templates, or visual slide designs, 
from which you preview and then select the 
Icon representing the design you want 




o 



0 



4 






Generating 
Ideas Using 
AutoContent 
Wizard 



Often the most difficult part 
of creating a presentation is 
knowing where to start. 
PowerPoint's AutoContent 
Wizard can help you develop 
presentation content on a 
variety of business and 
personal topics. An 
AutoContent presentation 
usually contains 5-10 slides 
that follow an organized 
progression of ideas. You edit 
the text as necessary to meet 
your needs. Many of the 
AutoContent presentations 
are available in Standard and 
Online Web formats. 



TIP 



You can use the 
AutoContent Wizard from 
the File menu. Anytime 
during a PowerPoint session, 
click the File menu, click /Vnv, 
click the Presentations tab, click 
the AutoContent Wizard icon, 
and then click OK. 



Generate a 

Presentation Using the 
AutoContent Wizard 




Start PowerPoint, click the 
AutoContent Wizard 
option button in the 
PowerPoint dialog box, 
and then click OK. 




Read the first wizard dialog 
box, and then click Next. 




Click the presentation type 
you want to use; or to 
focus on just one set of 
presentations, click the 
category button you want, 
and then click the 
presentation you want. 



© 

© 



Click Next. 

Choose the applicable 
presentation output, and 
then click Next. 




Click the presentation style 
option button you want to 
use, and then click Next. 




Enter information for your 
title slide, and then click 
Next. 




Read the last wizard dialog 
box, and then click Finish. 




Category option buttons 



Click to open 
PowerPoint Help. 



4 



3 
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Choosing a 

Template 

Design 

PowerPoint provides a 
collection of professionally 
designed templates, which 
you can use to create effec- 
tive presentations. Each 
template provides a format 
and color scheme to which 
you need only add text. You 
can choose a new template 
for your presentation at any 
point: when you first start 
your presentation or after 
you've developed the 
content. 




Apply Design button 



TIP 



Use a template to create a 
new presentation. To create 
a new presentation with a 
template, click the File menu, 
click New, click the 
Presentation Desigtis tab, click 
the presentation design you 
want to use, and then click OK. 



Create a Presentation 
with a Template 




Start PowerPoint, click the 
Template option button in 
the PowerPoint dialog box, 
and then click OK. 



Click the Presentation 
Designs tab. 




Click a presentation design 
icon you want to use. 



(T) Click OK. 



Apply a Template to an 
Existing Presentation 




Open the presentation to 
which you want to apply a 
template. 




Click the Apply Design 
button on the Standard 
toolbar. 




Click the template you 
want to apply to your 
slides. 



Click Apply. 
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^Macintosh _ 
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[ Desktop I 



Cancel | 
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Viewing the PowerPoint 
Window 



The menu bar contains the names of the PowerPoint 
menus that are available. The menus change depending 
on the task at hand. 



The title bar displays the 
presentation name. 



The presentation window 
displays the presentation 
you are currently working 
on. It has its own Close box' 
in the upper left corner of 
the window. 




File Edtt View insert Format Tools Slide Shaw Window Help 2:27 PM 



AutoShapes " \ \ |~~l CD |3 4 ^ 



M«rk»tTnq PUf» CSt aodard) 



The view buttons let you switch from 
one view to another. 



The status bar indicates information 
about the current presentaiton. For 
example, it displays which slide is 
visible and which template is In use. 



Marketms; Plan 



Kita Collins 
Alaska Breeders 



The toolbars contain 
buttons you click to carry 
out commands you use 
most frequently. You can 
display toolbars as you 
need them. 
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The PowerPoint Views 



To help you during all aspects of developing a presenta- 
tion, PowerPoint provides five different views: Slide, 
Outline, Slide Sorter, Notes Page, and Slide Show. You can 
switch from one view to another with a single click of one 
of the view buttons, located to the left of the horizon- 
tal scroll bar. 

Slide View 

Slide view displays one slide at a time. Use this view to 
modify individual slides. You can move easily through 
your slides using the scroll bars or the Previous and Next 
Slide buttons located at the bottom of the vertical scroll 
bar. When you drag the scroll box up or down the vertical 
scroll bar, a label appears that indicates which slide will 
appear if you release the mouse button. 

Slide view 




1 88 Microsofi OmcE 98 Macintosh EomoN At a Glance 



Outline View 

Outline view displays a list of the slide titles and their 
contents in outline format. Use this view to develop your 
presentation's content. In Outline view, a special toolbar 
appears that helps you organize and enter your outline. A 
"thumbnail" or miniature of the active slide appears in a 
corner to give you an idea of its appearance. Individual 
slides are numbered. A slide icon appears for each slide. 
Icons for slides featuring shapes or pictures have small 
graphics on them. 

Outline view 




Slide Sorter View 

Slide Sorter view displays a thumbnail of each slide in the 
same window, in the order in which the slides appear in 
your presentation. Use this view to organize your slides, add 




Slide Sorter view 




actions between slides, called slide transitions, and 
other effects to your slide show. In Slide Sorter view, a 
special toolbar appears that helps you add slide 
transitions and control other aspects of your presen- 
tation. When you add a slide transition, a small icon 
appears that indicates an action will take place as one 
slide replaces the previous slide during a show. If you 
hide a slide, a small icon appears that indicates the 
slide will not show during the presentation. 

Notes Page View 

Notes Page view displays a reduced view of a single slide 
along with a large text box in which you can type 
notes. You can use these notes as you give your presen- 
tation. When you work in Notes Page view you will 
probably need to use the Zoom drop-down arrow to 
increase the magnification so you can type more 
easily. Click the Zoom drop-down arrow, and then 
click the magnification you want. 



Notes Page view 




Slide Show View 

Slide Show view presents your slides, one slide at a time. 
Use this view when you're ready to give your presentation. 
In Slide Show view, you can click the screen repeatedly or 
press Return to move through the show until you've 
shown all the slides. You can exit Slide Show view at any 
time by pressing Esc. You'll return to the previous view. 
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Creating 

Consistent 

Slides 



For a presentation to be 
understandable, the objects 
on its slides need to be 
arranged in a visually 
meaningful way. 
PowerPoint's AutoLayoiit 
feature helps you arrange 
objects on your slide in a 
consistent manner. Tliere are 
24 AutoLayouts that are 
designed to accommodate 
the most common slide 
arrangements. When you 
create a new slide, you apply 
an AutoLayout to the slide. 
Placeholders for text or 
objects on the Autol.ayoul 
appear automatically. You 
can also apply an 
AutoI.ayout to an existing 
slide at any time. 



Insert New Slide button 



Insert a New Slide 

Click the Insert New Slide 
button on the Standard 
toolbar. 




Click the AutoLayout that 
provides the layout you 
need. 




Click OK. 



Apply an AutoLayout to 
an Existing Slide 




In Slide view, display the 
slide you want to change. 



Click the Slide Layout 
button on the Standard 
toolbar. 




Click the AutoLayout you 
want. 



© 



Click Apply. 
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TIP 



Use AutoLayout to create 
placeholders. When you 
apply an AutoLayout to a slide, 
an arranged group of 
placeholders appears — one 
placeholder for each object on 
the slide. The placeholders 
include include instwctions for 
entering object contents. 



Enter Information into 
a Placeholder 

For text placeholders, click 
the placeholder and type 
the necessary text. 

For other objects, double- 
click the placeholder and 
work with whatever 
accessory PowerPoint starts. 




TIP 



Insert slides from other 
presentations. In Slide view, 
display the slide you want to 
insert the slides after, click the 
Insert menu, click Slides From 
File, and then double-click the 
pie you want to insert. 



TIP 



Delete a slide. In Slide view, 
display the slide you want to 
delete, click the Fdit menu, 
and then click Delete Slide. 




A placeholder is a border that defines 
the size and location of an object. 



AUTOLAYOUT PLACEHOLDERS 


Placeholder 


Description 


Bulleted List 


Displays a short list of related points 


Clip Art 


Inserts a picture 


Chart 


Inserts a chart 


Organization Chart 


Insert an organizational chart 


Table 


Inserts a table from Microsoft Word 


Media Clip 


Inserts a music, sound, or video clip 


Object 


Inserts an object created in another 
program, such as an Excel spreadsheet 
or WordArt object 
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Entering Text 

In Slide view, you type text 
directly into the text place- 
holders. If you type more text 
than fits in the placeholder, 
you might need to adjust the 
font size of the text you are 
typing or resize the selection 
box. You can also increase or 
decrease the vertical distance 
between two lines of text. 

The insertion point indicates 
where text will appear when 
you type. To place the 
insertion point into your text, 
move the pointer arrow over 
the text — the pointer changes 
to an I-beam to indicate that 
you can click and then type. 



ItSElEgiSo] 



See "Inserting Symbols and 
AutoText" on page 109 for 
infonnation on inserting 
symbols and special characters. 



Enter Text into a 
Placeholder 




In Slide view, click the text 
placeholder if it isn't 
already selected. 




Type the text you want to 
enter. 




Click outside the text 
object to deselect the 
object. 



Insert Text 




To insert text between two 
existing words, click 
between the words. 




the text. 



USEEfAfeO] 



See "Creating Bulleted and 
Numbered Lists" on page 98 
for infonnation on changing the 
bullet style. 
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TIP 



Use the keyboard to enter 
bulleted text quclkly. When 
entering bulleted text, he sure 
the insertion point is at the 
beginning of the line, press Tab 
to indent a lex^el and press 
Shift+Tab to wove back out a 
level. 



TRY THIS 



Expand a bulleted list into 
a set of slides. If you decide 
that the bulleted items in a 
bulleted list should he separate 
slides, you can click the bulleted 
list object, click the Tools 
menu, and then click Expand 
Slide. PowerPoint automatically 
creates new slides whose titles 
correspond to the items in the 
first level of the bulleted list. 



SEE ALSO 



See "Formatting Text for 
Emphasis" on page 82 for 
infomuition on formatting your 
text. 



SEE ALSO 



See "Displaying Rulers" on 
page 86 and "Setting 
Paragraph Tab" on page 87 for 
infonnation on using rulers 
and setting tabs. 



Enter Bulleted Text 

. In Slide view, click the 

bulleted text placeholder. 

Type the first bulleted Item. 

Press Return. PowerPoint 
automatically bullets the 
next line. 

If necessary, press Tab to 
indent the text. 

Type the next bulleted 
item, and continue until 
you have completed the 
list. 

Do not press Return after 
the last list item. 



Adjust Paragraph 
Spacing 




Click anywhere In the 
paragraph you want to 
adjust. 



Click the Increase Para- 
graph Spacing or the 
Decrease Paragraph 
Spacing buttons on the 
Formatting toolbar to 
increase or decrease the 
vertical distance between 
paragraphs. 





o 
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Developing 
an Outline 

If you created your presenta- 
tion using one of the 
AutoContent Wizards, 
PowerPoint generates an 
outline automatically. If you 
prefer to develop your own 
outline, you can create a 
blank presentation, and then 
switch to Outline view and 
type in your outline from 
scratch. In Outline view, you 
can add new slides and 
change the indent levels for 
slide titles and slide text. If 
you want to use an existing 
outline from another 
document, such as a 
Microsoft Word document, 
make sure it is set up using 
outline heading styles. You 
can then bring the outline 
into PowerPoint, and 
PowerPoint creates slide 
titles, subtitles, and bulleted 
lists based on those styles. 



Enter Text in 
Outline View 




In Outline view, click to 
position the insertion point 
where you want the text to 
appear. 




Type the text you want to 
enter, pressing Return after 
each line. 



Add a Slide in 
Outline View 




In Outline view, click at the 
end of the previous slide 
text. 




Click the Insert New Slide 
button on the Standard 
toolbar, or press 
Option+Return to insert a 
slide using the existing 
slide layout. 



Outline View button 
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TIP 



Show or hide formatting 
in Outline view. Sometimes 
it is hard to see fommlted text 
in Outline view. You can click 
the Show Formatting button to 
show or hide text formatting. 

¥ 



TIP 



Different ways to delete a 
slide. In Outline or Slide Sorter 
view, click the slide you want to 
delete, and then press Delete. In 
Slide view, move to the slide you 
want to delete, click the Edit 
menu, and then click Delete 
Slide. 



TIP 



Duplicate a slide. In Outline 
or Slide Sorter view, click the 
slide you want to duplicate, 
click the Insert menu, click 
Duplicate Slide. 



Change the Indent Level 




In Slide or Outline view, 
click anywhere in the line 
you want to indent. 




Click the Promote button or 
press Tab to move the line 
out one level (to the left). 




Click the Demote button or 
press Shift+Tab to move the 
line in one level (to the 
right). 



Insert an Outline from 
Another Application 




Click the Insert menu, and 
then click Slides From 
Outline. 




Locate and then click the 
file containing the outline 
you want to insert. 




Click Insert. 



o 
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Rearranging 

Slides 



You can instantly rearrange 
slides in Outline view or 
Slide Sorter view. You can 
use either the Move Up or 
Move Down button to move 
selected slides up or down 
through the outline, or you 
can use the Cut and Paste 
buttons to first cut the slides 
you want to move and then 
paste them in the new 
location. Outline view also 
lets you collapse the outline 
down to its major points so 
you can more easily see its 
structure. A horizontal line 
appears below a collapsed 
slide in Outline view. 



TIP 



Use Slide Sorter view to 
rearrange your slides 
quickly. A vertical bar appears 
next to the sink you are moving 
as you drag a slide in Slide 
Sorter view. It indicates where 
the slide will drop when you 
release the mouse button. 



Rearrange Slides in 
Outline View 




Click the Outline View 
button. 




Click the slide icon of the 
slide or slides you want to 
move. 




Click the Move Up button 
to move the slide up or the 
Move Down button to 
move the slide down. 
Repeat until the slide is 
where you want it. 



Rearrange Slides in 
Slide Sorter View 




Click the Slide Sorter View 
button. 




Click the slide you want to 
move, and then drag it to a 
new location. Release the 
mouse button when the 
slide is in the correct 
position. 
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TIP 



Select slide effectively in 
Outline view. To select an 
entire slide in Outline view, 
click the slide icon. To select 
more than one slide, press and 
hold the Control key while you 
dick the slide icon. 



□ 

Collapse button 



Collapse and Expand 
Slides in Outline View 

♦ In Outline view, click the 
Collapse button to collapse 
the selected slide or slides. 

♦ Click the Expand button to 
expand the selected slide or 
slides. 

♦ Click the Collapse All button 
to collapse all slides. 

♦ Click the Expand All button to 
expand all slides. 




Expand button 



iz 

Collapse All button 



Expand All button 



Move a Slide using Cut 
and Paste 




In Outline or Slide Sorter 
view, select the slide or 
slides you want to move. 




Click the Cut button on the 
Standard toolbar. 



© 

© 



Click in the new location. 

Click the Paste button on 
the Standard toolbar. 




An expanded slide 



A collasped slide 
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Controlling 

Slide 

Appearance 
witii Masters 



If you want an object, such 
as a company logo or clip 
art, to appear on every slide 
in your presentation, you 
can place it on the slide 
master. You can also hide the 
object from any slide you 
want. However, you can also 
create unique slides that 
don't follow the format of 
the masters. If you change 
your mind, you can easily 
restore a master format to a 
slide you altered. As you 
make changes to the master, 
you might find it helpful to 
view a miniature of the slide 
using the Slide Miniature 
window. 



TIP 



The title master is 
different than the slide 
master. An object you place 
on the slide waster will not 
appear on the title slide imless 
you also place it on the title 
master. 



Include an Object on 
Every Slide 




Click the View menu, point 
to Master, and then click 
Slide Master. 




Add the object you want 
and fine-tune its size and 
placement. 




Click Close on the Master 
toolbar. 



Hide Master 
Background Objects 
on a Slide 




Display the slide whose 
background object you 
want to hide. 




Click the Format menu, and 
then click Background. 




Click the Omit Background 
Graphics From Master 
check box to select it. 



Click Apply for the current 
slide or click Apply To All 
for all slides. 
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Slide Layout buton 



TIP 



Apply a change to all 
slides. To apply a change you 
make to all slides instead of an 
individual slide, click Apply To 
All instead of Apply. 



TRY THIS 



Make a slide format 
different from the master. 

Display the slide you want to 
change. Make the changes. Your 
changes now override master 
fonnatling, and even if you 
change the master, this slide 
will retain the features you 
changed. 



Reapply the Master to a 
Changed Slide 



Display the changed slide 
in Slide view. 



Click the Slide Layout 
button on the Standard 
toolbar. 




Click Reapply. 



View a Miniature 

Click the View menu, and 
then click Slide Miniature. 

When you're done, click the 
Close box in the Slide 
Miniature window. 




o 
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Applying a 

Color 

Scheme 



You can apply a color 
scheme to an individual 
slide or to all the slides in a 
presentation. Each template 
offers one or more standard 
color schemes from which to 
choose, and you can also 
create your own color 
schemes, and then save 
them so you can apply them 
to other slides and even 
other presentations. You 
might like a certain color 
scheme, all except for one or 
two colors. You can change 
an existing color scheme and 
apply your changes to the 
entire presentation or just to 
a few slides. Once you 
change a color scheme, you 
can add it to your collection 
of color schemes so that you 
can make it available to any 
slide in the presentation. 



Choose a Color Scheme 




Click the Format menu, and 
then click Slide Color 
Scheme. 




If necessary, click the 
Standard tab to view the 
available color schemes. 




Click the color scheme you 
want. 




Click Apply to apply the 
color scheme to the slide 
you are viewing, or click 
Apply To All to apply the 
color scheme to the entire 
presentation. 



Customize a Color 
Scheme 




Click the Format menu, and 
then click Slide Color 
Scheme. 




Select the color scheme you 
want to customize. 



© 

© 



Click the Custom tab. 

Click the color box with the 
color you want to change. 



© 

® 



Click Change Color. 

Click the new color you 
want, and then click OK. 



© If necessary, click Add As 
Standard Scheme. 




Click Apply or Apply To All. 
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Click to delete the selected color scheme. 
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TIP 



Apply a color scheme 
from one presentation to 
another. Open both 
presentations, and then repeat 
steps IS in "Apply the Color 
Scheme of One Slide to 
Another." 




"I really like this 
color scheme — I'd 
like to apply it to 
a different slide." 



Apply the Color Scheme 
of One Slide to Another 




Click Ihe Slide Sorter View 
button. 



Click the slide with the 
color scheme you want to 
apply. 




Click the Format Painter 
button on the Formatting 
toolbar once to apply the 
color scheme to one slide, 
or double-click to apply 
the color scheme to 
multiple slides. 




Select the slide or slides to 
which you want to apply 
the color scheme. This can 
be In the current presenta- 
tion or in another open 
presentation. 




If you are applying the 
scheme to more than one 
slide, click the Format 
Painter button again to 
cancel Format Painter. If 
you are applying the 
scheme to only one slide. 
Format Painter cancels 
automatically. 
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Printing a 
Presentation 



You can print all elements of 
your presentation — the 
slides, the Outline view, the 
notes, and handouts — in 
either color or black and 
white. The Print dialog box 
offers standard Macintosh 
features, giving you the 
options to print multiple 
copies, specify ranges, access 
printer properties, and print 
to a file. 



TIP 



Print a presentation 
quickly. Click the Print 
button on the Standard toolbar 
to print the active presentation 
with the current print settings. 



TRY THIS 



Print a presentation In 
black and white. In the Print 
dialog box, click the Black & 
White check box to sec what 
your color presentation will look 
like printed in black and white. 



Print a Presentation 




Click the File menu, and 
then click Print. 




Click the Printer pop-up 
menu, and then select the 
printer you want. 




Specify the copies, pages 
and page source you want. 




Click the pop-up menu, 
and then select Microsoft 
PowerPoint. 




Click the Print What pop-up 
menu, and then select what 
you want to print. 




Click Print. 



Print Outline View 




Click the Outline View 
button. 



© 

© 



Display the outline exactly 
like you want the page to 
print. 

Click the File menu, and 
then click Print. 




Click the pop-up menu, 
and then select Microsoft 
PowerPoint. 




Click the Printer What pop- 
up menu, and then select 
Outline View. 




Click OK. 
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Adding a Header and 
Footer 

Preparing Speaker Notes 
and Handouts 

Inserting a Graph 
Chart in a Slide 

Entering Graph Data 

Selecting a Chart Type 

Formatting Chart Objects 

Creating Slide 
Transitions 

Adding Animation 

Adding Action Buttons 

Creating a Custom 
Slide Show 

Presenting a Slide Show 



A lthough well-illustrated slides can't make up for 
a lack of content, you have a much better chance 
of capturing your audience's attention if your slides are 
vibrant and visually interesting. You can easily enhance a 
slide by adding a graph, a chart, or a picture — one of your 
own or one of the hundreds that come with Office 98. 

If you have the appropriate hardware, such as a sound 
card and speakers, you also might want to include 
sound files and video clips in your presentation. 

Microsoft PowerPoint 98 also lets you create custom 
slide shows that can include special features, such as 
visual, sound, and animation effects. For example, you 
can program special transitions, or actions, between 
slides. You can also control how each element of the 
slide is introduced to the audience using animations. You 
can add action buttons to your presentation that the 
presenter can click to activate a hyperlink and jump 
instantly to another slide in the presentation. A 
PowerPoint presentation can really come alive with the 
proper use of narration and music. With PowerPoint 
you can record a narration and insert it directly into 
your slide show. 



Designing a 

Presentation 

with 

PowerPoint 

98 



203 





Adding a 
Header and 
Footer 



Header and footer informa- 
tion appears on every slide 
except the title slide. It often 
includes information such as 
the presentation title, slide 
number, date, and name of 
the presenter. You use the 
masters lo place header and 
footer information on your 
slides, handouts, or notes 
pages. Make sure your header 
and footer doesn't make your 
presentation look cluttered. 
The default font size of this 
information is usually small 
enough to minimize distrac- 
tion, but you might want to 
experiment with header and 
footer font size and place- 
ment to make sure. 



SEE ALSO 



Sec "Adding and Modifying 
Media Clips" on page 42 for 
infowjation on inserting and 
modifying clip art. 



Add a Header and 
Footer 




Click the View menu, and 
then click Header And 
Footer. 



Click the Slide or Notes 
And Handouts tab. 




Select the Header or Footer 
check box, and then fill In 
the Information you want. 




If you want, click to select 
the Date And Time or the 
Slide Number check box. 



Click Appy to apply to the 
current slide, or click Apply 
To All to apply to all slides. 



Change the Look of a 
Header or Footer 




Click the View menu, point 
to Master, and then click 
the master you want to 
change. 




Select the header or footer 
placeholder you want to 
change. 




Move, resize, or change the 
text attributes of the 
placeholder. 




Click Close on the Master 
toolbar. 
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Preparing 
Speaker 
Notes and 
Handouts 



Every slide has a correspond- 
ing notes page that displays a 
reduced image of the slide 
and a text placeholder into 
which you can enter 
speaker's notes. Once you 
have created speaker's notes, 
you can reference the notes 
pages as you give your 
presentation, either from a 
printed copy or from your 
computer. Besides adding 
header and footer informa- 
tion, you can customize your 
notes pages and handouts by 
formatting the corresponding 
master. For handouts, you 
can specify how many slides 
you want per page. 



TIP 



Use Page Setup to change 
slide numbering. To change 
the Sturt page number, click 
the Tile menu, click Page 
Setup, and then enter the 
number you want in the 
Number Slides From box. 



Enter Notes in Notes 
Page View 




Display the slide for which 
you want to enter notes. 




Click the Notes Page View 
button. 



© 

© 



Click the text placeholder. 

If necessary, click the Zoom 
drop-down arrrow, and 
then increase the zoom 
percentage to more easily 
see the text you will type. 




Type your notes. 



Format the Handout or 
Notes Master 




Click the View menu, point 
to Master, and then click 
Handout Master or Notes 
Master. 




For handouts, click one of 
the buttons on the Handout 
Master toolbar to specify 
how many slides you want 
per page. 




Select the placeholder you 
want to change, and then 
move, resize, or change the 
text attributes. 




Click Close on the Master 
toolbar. 




o 
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Inserting a 
Graph Chart 
in a Slide 



You can insert an existing 
chart from a program such as 
Microsoft Excel, or you can 
create one from scratch using 
the graph program that 
comes with Office 98, 
Microsoft Graph. Graph uses 
two views to display the 
information that makes up a 
graph: the datasheet, a 
spreadsheet-like grid of rows 
and colunms that contains 
your data, and the chart, the 
graphical representation of 
the data. A datasheet contains 
cells to hold your data. A cell 
is the intersection of a row 
and column. A group of data 
values from a row or column 
makes up a data series. Each 
data series has a unique color 
or pattern on the chart. 




Create a Graph Chart 




Start Microsoft Graph in 
one of the following ways: 



♦ To create a graph on an 
existing slide, display 
the slide on which you 
want the graph to 
appear, and then click 
the Insert Chart button 
on the Standard 
toolbar. 

♦ To create a graph on a 
new slide, click the 
Insert New Slide button 
on the Standard 
toolbar, click the Chart 
AutoLayout, click OK, 
and then double-click 
the chart placeholder to 
add the chart and 
datasheet. 

^ Click the View Datasheet 
button on the Standard 
toolbar. 



Replace the sample data in 
the datasheet with your 
own data. 




Edit and format the data in 
the datasheet as appropri- 
ate. 




Click the File menu, and 
then click Quit & Return to 
filename to exit Microsoft 
Graph. 



206 Microsoft Ofrcr 98 Macintosh Edition At a Glance 




o 



5 



A chart 



Data series 
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Legend labels 



A cell 



Chart lick 
mark label 






Entering 
Data in 
Microsoft 
Graph 

You enter graph data in the 
datasheet either by typing it 
or by inserting it from a 
different source. The 
datasheet is designed to 
make data entry easy; but if 
your data resides elsewhere; 
it's better not to retype it — 
you might make mistakes, 
and you would have to 
update your data twice. 
When the data that forms the 
bases of your chart is located 
elsewhere, it's usually best to 
link your data to the graph 
object. 

If you type data into a 
cell already containing data, 
your entry replaces the cell 
contents. The cell you click 
is called the active cell; it has 
a thick border. 



Enter Data in the 
Datasheet 




If necessary, double-click 
Microsoft Graph chart, and 
then click the View 
Datasheet button on the 
Standard toolbar. 




Delete the sample data by 
clicking the upper left 
heading button to select 
all the cells and then 
pressing Del. 




Click a cell to make it 
active. 




Type the data you want 
entered In the cell. 




Press Return to move the 
insertion point down one 
row, or press Tab to move 
the insertion point right to 
the next cell. 



SEE ALSO 



Sec "Viewing the Excel 
Window" on page 124 for wore 
information on active cells. 




o 



o 
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Selecting a 
Chart Type 

Your chart is what your 
audience will see, so make 
sure to take advantage of 
PowerPoint's chart format- 
ting options. You start by 
choosing the chart type you 
want. There are 18 chart 
types, available in 2-D and 
3-D formats, and for each 
chart type you can choose 
from a variety of formats. 

If you want to format your 
chart beyond the provided 
formats, you can customize 
any chart object to your own 
specifications and can then 
save those settings so that 
you can apply that chart 
formatting to any chart you 
create. 



TIP 



Create a custom chart 
type. Click the Chart menu, 
click Chart Type, click the 
Custom tab, click the User- 
Deftned option button, click 
Add, type a name and 
description of the chart, and 
then click OK twice. 



Select a Chart Type 




If necessary, click the View 
Datasheet button on the 
toolbar to close the 
datasheet and view the 
chart. 



Click the Chart Type drop- 
down arrow on the 
Standard toolbar. 




Click the button corre- 
sponding to the chart type 
you want. 



Apply a Standard or 
Custom Chart Type 




Click the Chart menu, and 
then click Chart Type. 




Click the Standard Types 
tab or the Custom Types 
tab. 




Click the chart type you 
want. 




If necessary, click the chart 
sub-type you want. Sub- 
types are variations on the 
chart type. 




Click OK. 
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Click to save changes 
to the current chart 
as the default. 



Click to view a 
sample. 



o 





Formatting 

Chart 

Objects 

Chart objects are the indi- 
vidual elements that make 
up a chart, such as an axis, 
the legend, or a data series, 
rhe plot area is the bordered 
area where the data are 
plotted. The chart area is the 
area between the f)lot area 
and the Microsoft Graph 
object selection box. As with 
any Microsoft program. 
Graph treats all these 
elements as objects, which 
you can format and modify. 



TIP 



Use the mouse button to 
select a chart quickly. You 

can simply click a chart object 
to select it, hut this can be 
tricky if you aren't using a 
zoomed view since chart objects 
are often ijiiite small. 



SEE ALSO 



See "Enhancing a Chart" on 
page 1S4 for infonnation on 
formatting and customizing a 
chart. 



Select a Chart Object 

Click the Chart Objects 
drop-down arrow on the 
Standard toolbar. 




Click the chart object you 
want to select. 



When a chart object is 
selected, selection handles 
appear. 



Format a Chart Object 




Double-click the chart 
object you want to format, 
such as an axis, legend, or 
data series. 




Click the appropriate tab(s) 
containing the options you 
want to change. 




Select the options you want 
to apply. 




Click OK. 





e 
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Creating 

SUde 

Transitions 

In order to give your presen- 
tation more visual interest, 
you can add transitions 
between slides. For example, 
you can create a "fading 
out" effect so that the old 
slide fades out and is 
replaced by the new slide, or 
you can have one slide 
appear to "push" another 
slide out of the way. When 
you add a transition effect to 
a slide, the effect takes place 
between the previous slide 
and the selected slide. You 
can also add sound effects to 
your transitions, though you 
need a sound card and 
speakers to play these 
sounds. 




Specify a Transition 




View your presentation in 
Slide Sorter view. 



Click the slide(s) to which 
you want to add a 
transition effect. 




Click the Slide Transition 
Effects drop-down arrow on 
the Slide Sorter toolbar. 




Click the transition effect 
you want. 



Apply a Transition to 
All Slides in a 
Presentation 




Click the Slide Show menu, 
and then click Slide 
Transition. 



Click the Effect pop-up 
menu, and then select the 
transition you want. 

Click Apply To All. 
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TIP 



View a transition in Slide 
Sorter view. In Slide Sorter 
view, click a slide's transition 
icon to view the transition's 
appearance. 



SEE ALSO 



See "Adding Animalion" on 
page 212 for information on 
setting animation timing. 



TRY THIS 



Record your own sounds 
and use them as slide 
transitions. If you have a 
microphone, luse the Monitors & 
Sound CAVitroI Panel accessory 
that comes with the Macintosh 
to record and save a sound. 



Set Transition Effect 
Speeds and Timing 




In Slide or Slide Sorter 
view, display or click the 
slide whose transition effect 
you want to edit. 




Click the Slide Show menu, 
and then click Slide 
Transition. 




To set speed, click the Slow, 
Medium, or Fast option 
button. 




To set timing, click the 
Automatically After check 
box, and then enter the 
time (in seconds) you want 
before the slide transition 
takes effect in slide show. 




Click Apply. 



Add Sound to a 
Transition Effect 

In Slide or Slide Sorter 
view, display or click the 
slide for which you want to 
add a transition sound. 




Click the Slide Show menu, 
and then click Slide 
Transition. 




Click the Sound pop-up 
menu, and then select the 
sound you want. 




Click Apply. 




o 
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Adding 

Animation 



You can use animation to 
introduce objects onto a 
slide one at a time or with 
special animation effects. For 
example, a bulleted list can 
appear one bulleted item at a 
time, or a picture or chart 
can fade gradually into the 
slide's foreground. 
PowerPoint supports many 
different kinds of anima- 
tions. Some of these are 
called preset animations and 
are effects that PowerPoint 
has designed for you. Many 
of the preset animations 
contain sounds. You can also 
design your own ciistomizecl 
animations, including your 
own special effects and 
sound elements. 



TIP 



Preview an animation. In 

Sliile view, click the Slide Show 
menu, and then click 
Animation Rrevic\v. You can 
click in the Slide Miniature 
window to preview the 
animation a^ain. 



Add a Preset Animation 




In Slide or Slide Sorter 
view, select the object(s) or 
slide(s) you want to 
animate. 




Click the Slide Show menu, 
and then point to Preset 
Animation. 




Click the animation you 
want. 



Add a Text Body 
Animation 




View your presentation in 
Slide Sorter view. 



Click the slide(s) to which 
you want to add a text 
body animation. 



Click the Text Body 
Animation drop-down 
arrow on the Slide Sorter 
toolbar. 




Click the text body 
animation you want. 



21 2 Microsoft OmcK 98 Ma< :intosh Enmo.N At a Glance 



Slide Show 



4 nie Edit View insert format fools | 



IWImtow Help 



332 PM 



if O I 0Hn4« >4ontont«l 



« IteCfftcl 





Howto 

Rcti 

. tjmikmmt 



View Show 
Rehearse limings 
Record Narration-. 
SetUktShow.. 
Action Buttons 
Artion Settincjs-. 



Custom Animotion... 
Animation Preview 
Slide Transition. 



m 



@ Q ^ too* 









nmm 



Hde Slide 
Custom Shows. 



ew I 

o 



M 



Drive-In 
Hying 
Camera 
Hash Once 
laserText 
Typewriter 
Reverse Order 
Drop In 
Wipe Right 
Dissolve 

Split Vertical Out 
Appear 




88 A T?| « I 







o 



4 nie Edit View Insert rormat Tools 



Slide Show Wmdiw Help 



3 a: 



S3 ^ 51 1 -Cl Q g 100* 

(-'■ H #:Hi 



to I 



Otirtdj HonconUI 









TIP 



Remove animation from 
an object. In the Cmtom 
Animation dialog box, click 
the Timins^ tab, click the object 
title you want to remove in the 
Animation Order box, click the 
Don't Animate option button, 
and then click OK. 




TIP 



Animate a bulleted list. 

Select the bulleted text object 
you want to animate, click the 
Slide Show menu, click Custom 
Animation, dick the Grouped 
By check box, dick the pop-up 
menu, select a paragraph level, 
and then click OK. 



TIP 



Customize text 
animation. Select the text 
object you want to animate, 
dick the Slide Show menu, 
click Custom Animation, dick 
the Introduce Text pop-up 
menu, select a text effect, and 
then click OK. 



Add Animation to an 
Object 

In Slide view, dick the Slide 
Show menu, and then dick 
Custom Animation. 



© 

© 



Click the Timing lab. 

Select the slide object 
to which you want to apply 
an animation. 




Click the Animate option 
button. 



The slide object is moved to 
the Animation Order box. 

Click OK. 



Apply a Customized 
Animation 




In Slide view, click the Slide 
Show menu, and then click 
Custom Animation. 



© 

© 



Click the Effects tab. 

Click the object you want to 
apply an animation to. 




Click the Animation pop-up 
menu, and then select the 
effect you want. 




To dim text after it Is 
animated, click the After 
Animation pop-up menu, 
and then select the color or 
option you want. 




Click OK. 
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Adding 

Action 

Buttons 



When you create a self- 
running presentation to be 
used at a kiosk, you might 
want a user to be able to 
move easily to specific slides 
or to a different presentation 
altogether. To give an 
audience this capability, you 
insert action buttons, which a 
user can click to jump to a 
different slide or different 
presentation. Clicking an 
action button activates a 
hyperlink, a connection 
between two locations in the 
same document or in 
different documents. 



SEE ALSO 



See "Using and Removing 
Hyperlinks" on page 48 for 
more infortfuition about 
hyperlinks. 



Create an Action Button 




Click the Slide Show menu, 
point to Action Buttons, and 
then click the action button 
you want. 




On the slide, drag to Insert 
and size the action button. 




If necessary, fill out the 
Action Settings dialog box, 
and then click OK. 



Test an Action Button 

Click the Slide Show View 
button. 




Display the slide containing 
your action button. 




Click the action button. 
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TIP 



Use the Return action 
button to jump back to 
your last slide. If you mint 
your audience to he able to 
return to the slide they were 
previously viewing, regardless of 
its location in the presentation, 
insert the Return action button. 




TIP 



Add a hyperlink to a slide 
object. Select the object, click 
the Slide Show menu, click 
Action Settings, click the 
Hyperlink lb option button, 
click a destination for the 
hyperlink, and then click OK. 



Create a Custom Action 
Button to Go to a 
Specific Slide 




Click the Slide Show menu, 
point to Action Buttons, and 
then click Custom. 




Drag to insert and size the 
action button on the slide. 



( 3 ^ Click the Hyperlink To 
option button, click the 
pop-up menu, and then 
select Slide. 




Select the slide you want 
the action button to jump 
you to. 




Click OK and then click OK 
again. 




Control-click the action 
button, and then click Add 
Text. 




Type the name of the slide 
the action button points 



to. 




Click outside the action 
button to deselect it. 




Run the slide show and test 
the action button. 



Action Settlnfs 




] II ot I 
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Creating a 
Custom Slide 
Show 

If you plan to show a slide 
show to more than one 
audience, or you use a show 
regularly for different 
audiences, you don't have to 
create a separate slide show 
for each audience. Instead, 
you can create a atstom slide 
show that allows you to 
specify which slides from the 
presentation you will use 
and the order in which they 
will appear. 



TIP 



Use the Set Up Show 
command on the Slide 
Show menu to display a 
custom slide show. In the 

Set Up Show dialog box, click 
the Custom option button, and 
choose the slide show from the 
list of custom slide shows. 



Create a Custom Slide 
Show 




Click the Slide Show menu, 
and then click Custom 
Shows. 



© 

© 



Click New. 

Type a name for the custom 
slide show. 




© 

® 



Click the slides you want to 
include in the show in the 
order you want to present 
them, and then click Add. 

Click OK. 

Click Close. 



Show a Custom 
Slide Show 




Click the Slide Show menu, 
and then click Custom 
Shows. 




Click the custom slide show 
you want to run. 




Click Show. 
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Click to change the 
order of the slides. 
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TIP 



Remove a custom slide 
show. To remove a custom 
show, dick the custom slhic 
show you want to remove in the 
Custom Shows dialog box, and 
then click the Remove button. 



TRY THIS 



Create a custom slide 
show from an existing 
one. To create a custom slide 
show that is similar to an 
existing custom show, click the 
existing custom show in the 
CiLStom Shows dialog box, and 
then click the Copy button. A 
new custom show is created 
named Copy Of <Existing 
Show>. Click the Edit button to 
edit the copy, and give the new 
custom slide show its own 
name. 



TRY THIS 



Print a custom show. Click 
the File menu, and then click 
Print. Click the Custom Show 
pop-up menu. Select the 
custom slide show you want to 
print. If applicable, set other 
print settings, and then dick 
OK. 



Edit a Custom 
Slide Show 




Click the Slide Show menu, 
and then click Custom 
Shows. 




Click the show you want to 
edit. 



© 

© 



Click the Edit button. 

To remove a slide from the 
show, click the slide in the 
Slides In Custom Show list 
box, and then click 
Remove. 




To move a slide up or down 
in the show, click the slide 
in the Slides In Custom 
Show list box, and then 
click the Up arrow or Down 
arrow button. 




To add a slide, click the 
slide in the Slides In 
Presentation list box, and 
then click Add. The slide 
appears at the end of the 
Slides In Custom Show list 
box. 



( 7 ) Click OK. 

Click Close. 
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Presenting a 
Slide Show 



In Slide Show view, you 
advance to the next slide by 
clicking the mouse button or 
pressing the Return key on 
your keyboard. In addition to 
those basic navigational 
techniques, PowerPoint 
provides keyboard shortcuts 
that can take you to the 
beginning, end, or any 
particular slide in your 
presentation. You can also 
use the navigation com- 
mands on the pop-up menu 
to access slides in custom 
slide shows. In a slide show, 
you can turn your mouse 
pointer into a pen, capable of 
highlighting and circling 
your key points. Marks you 
make on a slide with the pen 
during a slide show are not 
permanent. 



TIP 



Set up a continuously 
running slide show. Click 
the Slide Show menu, click Set 
Up Show, click the Loop 
Continuously Until *Esc' check 
box, and then click OK. 



Navigate a Slide Show 

Refer to the adjacent table for 
information on how to navigate 
a slide show. 



Present a Slide Show 

Click the Slide Show 
button. 




Move the mouse pointer, 
and then click the pop-up 
menu in the left corner. 




To go to a specific slide, 
point to Go, point to By 
Title or Custom Show, and 
then click the slide or slide 
show you want. 



To use the pen, click Pen. 
Press the E key to erase the 
screen. When you're done, 
click the pop-up menu, and 
then click Arrow. 
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SLIDE SHOW NAVIGATION CONTROLS 


Action 


Result 


Mouse click or press Return 


Co to the next slide 


Command+click 


Go to the previous slide 


Press N or Page Down 


Go to the next slide 


Press P or Page Up 


Co to the previous slide 


Press slide number+Return 


Go to slide number 


Press Esc 


Stop a slide show 


Command+P 


Change the pointer to a pen 


Press E 


Erase on-screen annotations 


Command+A 


Change the pen to a pointer 


Press Help in slide show 


Display a list of controls 
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Sharing Information 
Between Programs 

Importing and Exporting 
Files 

Embedding and Linking 
Information 

Publishing and 
Subscribing to an Edition 

Creating Word Documents 
with Excel Data 

Creating a PowerPoint 
Presentation with Word 
Text 

Sending Files in E-Mail 
Messages 

Reading and Replying to 
E-Mail Messages 

Managing E-Mail 
Messages 




O ne of the most helpful aspects of Microsoft 
Office 98 is its ability to share information 
between programs. 'Fhis means you can create and store 
information in the program that works best for that type 
of information, yet move that same information to 
another program for a specific purpose or presentation. 
Consider the following example. Sarah coordinates her 
local school district's soccer teams. She needs to send 
out monthly newsletters that show the scheduled dates 
and times for practices and games. Every month Sarah 
writes a form letter to the players using Word, imports 
the upcoming schedule from Excel, and then creates a 
presentation for the monthly meeting using 
PowerPoint. Sarah also sends the presentation file to 
her boss for review using Outlook Express. 

This is just one scenario. As you work with Office 98 
programs, you'll find many ways you'll want to share 
information between them. 



Sharing 
Information 
Between 
Office 98 
Programs 
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Sharing Information 
Between Programs 



Microsoft Office 98 can convert data or text from one 
format to another using a technology known as Object 
Unking ami Embedding (OI.E). OLE allows you to move 
text or data between programs in much the same way as 
you move them within a program. The familiar cut-and 
-paste and drag-and-drop methods work between 
programs and documents just as they do within a 
document. In addition, all Office programs have special 
ways to move information from one program to an- 
other, including importing, exporting, embedding, 
linking, publishing, subscribing, and hyperlinking. 



Importing and Exporting 

Importing and exporting information are two sides of the 
same coin. Importing copies a file created witli the same or 
another program into your open file. The information 
becomes part of your open file, just as if you created it in 
that format, although formatting and program-specific 
information such as formulas can be lost. Exporting 
converts a copy of your open file into the file type of 
another program. In other words, importing brings 
information into your open document, while exporting 
moves information from your open document into 
another program file. 
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Embedding 

Embedding inserts a copy of a file created in one program 
into a file created in another program. Unlike imported 
files, you can edit the information in embedded files with 
the same commands and toolbar buttons used to create 
the original file. The original file is called the source file, 
while the file in which it is embedded is called the destina- 
tion file. Any changes you make to an embedded object 
appear only in the destination file; the source file remains 
unchanged. 



Linking 

Linking displays information from one file (the source file) 
in a file created in another program (the destination file). 
You can view and edit the linked object from either the 
source file or the destination file. Fhe changes are stored 
in the source file but also appear in the destination file as 
well. As you work. Office 98 updates the linked object to 
ensure you always work with the most current informa- 
tion available. Office 98 keeps track of all the drive, 
folder, and filename information for a source file. But, if 
you move or rename the source file, the link between 
files will be broken. 



Once the link is broken, the information in the 
destination file becomes embedded rather than 
linked. In other words, changes to one copy of the 
file will no longer affect the other. 



TERM 


DEFINITION 


source program 


The program that created the original 
object. 


source file 


The file that contains the original object. 


destination 


The program that created the document 


program 


into which you are inserting the object. 


destination file 


The file into which you are inserting the 
object. 



Publishing 

Publishing saves a section of a document as an edition 
that you or others can use in other documents, such 
as a PowerPoint presentation or a Microsoft Word 
document. A publisher is the source document that 
creates an edition. The edition is linked to the source 
document, so tliat whenever the original is changed, 
the changes are reflected in the edition. If you decide 
you no longer need to update the information in an 
edition, you can cancel the publisher. The link from 
the publisher to the edition is removed, but other 
users can still subscribe to the edition. 



Subscribing 

Subscribing inserts a copy of the edition, an object pub- 
lished by another source document, in the destination 
document. Once you have inserted an edition into the 
subscriber, updates received by the edition are automati- 
cally sent to the subscriber. All editions are initially set to 
have automatic links. You can change a linked edition in 
a destination document from automatic to manual so 
you can control when the information is updated. With 
a manually linked edition, an update from the source 
document is not made until you request it. You might 
find that you no longer have access to a publisher or that 
you don't need to receive updated information from an 
edition. You can cancel the subscriber, and then you are 
free to edit the information from the edition in the 
destination document. 

Hyperlinking 

The newest way to share information between programs 
is hyperlinks — a term borrowed from World Wide Web 
technology. A hyperlink is an object (either colored, 
underlined text or a graphic) you click to jump to a 
different location in the same document or a different 
document. (See "Creating Internet Documents with 
Office 98" on page 45 for more information about 
creating and navigating hyperlinks in Office documents.) 
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Importing 

and 

Exporting 

Files 



When you import data, you 
insert a copy of a file (from 
the same or another pro- 
gram) into an open docu- 
ment. When you export 
you save an open document 
in a new format so that it 
can be opened in an entirely 
different program. For 
example, you might import 
an Excel worksheet into a 
Word document to create a 
one page report witli text 
and a table. Or you might 
want to save the Excel 
worksheet as an earlier 
version of Excel so someone 
else can edit, format, and 
print it. 



Import a File from the 
Same or Another 
Program 




Click where you want to 
insert the imported file. 




Click the Insert menu and 
then click File (in Word) or 
Slide From File (in 
PowerPoint). 



Click the List Files Of Type 
pop-up menu, and then 
click Readable Files. 




If necessary, click the pop- 
up menu, and then select 
the drive and folder that 
contains the file you want 
to import. 




Select the file you want to 
import. 




Click Insert. 
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Select a hie to Insert: 



|^Mtcroso!t0flice9e 



1998 Financial Suiiunary 



[g 1 998 Finr^iel Summary Web 
1998 Seminar Memo ^ 

^98 Expenses K 

1^98 income ^ 

[^Apples 



^Macintosh HO 
i 40I523K available 



Cancel j 



f Eject 



Desictop 



List Files of Type: 
I Readable Files 
Range: [ 



□ Link to rile 



O 




TIP 



Use copy and paste to 
export information. If you 

want to move only part of a file 
into your document, just copy 
the information you want to 
insert, and then paste the 
information in the file where 
you want it to appear. 



SEE ALSO 



See "Saving a File" on page 12 
for more information about 
saving a fde as another file 
type. 



Export a File to 
Another Program 




Click the File menu, and 
then click Save As. 




If necessary, click the pop- 
up menu, and then select 
the drive and folder in 
which you want to save the 
file. 



Click the Save File As Type 
pop-up menu, and then 
select the type of file you 
want to save the file as. 




If necessary, type a new 
name for the file. 




Click Save. 



You can now edit the file 
from within the new 
program. 



13 



Microsoft pence wTol 

IWOnnancidl Summnry 
1998Hndncidl Summary Web 
Q; 1998 Seminar Memu 
[j^9Utxpensev 
90 income 
[^Apples 
Avdntex 
Qipait 

Company Invoice 



Save nie as Type: 

I MicitiSortBccel4JiWoi1ebooir 




O 
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Embedding 
and Linking 
Information 



Ewbecldhig inserts a copy of 
one document into another. 
Once data is embedded, you 
can edit it using the menus 
and toolbars of the program 
in which it was created (that 
is, the source program). 
Unking displays information 
stored in one document (the 
source file) into another (the 
destination file). You can edit 
the linked object from either 
file, although changes are 
stored in the source file. 



TIP 



Change an object from 
linked to embedded. If you 

break the link between an 
linked object and its source file, 
it becomes merely embedded. To 
break a link, open the linked 
file, click the Edit menu, click 
Links, and then click the link 
you want to break. Finally, click 
Break Link, and then click Yes. 



Embed an Object 
from a File 




Click where you want to 
embed the object. 




Click the Insert menu, and 
then click Object. 



^3^ Click From File or the 
Create From File option 
button. 




Select the file you want to 
embed as an object. 




Click Insert. 



Embed a New Object 




Click where you want to 
embed the object. 




Click the Insert menu, and 
then click Object. 



Click the Create New tab 
or Create New option 
button. 




Click the type of object you 
want to create. 



© 

© 



Click OK. 

Enter the necessary 
information in the new 
object using its program 
commands. 
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Select a Document: 

|qt h/icrosonoWce 98 $ | 



t 1998 Financial Suiiuiiary 




1998 Financial Summary Web 
3: 1998 Seminar Memo 

98 Expenses ^ 

Income ^ 

Supples ^ 


> 


Result: 


, — ^ lrvs«rts th* cont«fiU of ttk* flte Into you' 

documont so yeuc«no4if It Uttr unn9 

tt» oppHootioo which orootod tho mwoo fiW. 



V Macintosh HO 



( BHI3K available 




[ nndnie> I ! 



Desictop I 



□ Unkto File 

3 float Over Text 

□ Display as Icon 






TRY THIS 



Create a travel budget. In 

Excel, create a worksheet with 
columns showing the actual 
expenses for a trip for two, 
three, and four people per 
room. In Word, write a 
description of the trip, and 
then link the travel budget 
below the description. 

Distribute the Word document 
to prospective travelers. Update 
the information as needed from 
either the Word or Excel file. 



Link an Object Between 
Programs 




Click where you want to 
link the object. 




Click the Insert menu, and 
then click Object. 



Click From File or the 
Create From File option 
button. 



Click the Link To File check 
box to select it. 




Select the file you want to 
link as an object. 




Click OK or Insert. 



Edit an Embedded or 
Linked File 




Double-click the linked or 
embedded object you 
want to edit to display the 
source program's menus 
and toolbars. 




Edit the object as usual 
using the source program's 
commands. 



© 



When you're finished, click 
the File menu, and then 
click Close & Return or Quit 
& Return. 



1 
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Create from file: 



I Microsoft Office 98 1 1 



C 1998 rinancMi Summary 



[g 1998 nnancial Summary Web 
1998 Seminar Memo 
[^98 Expenses 
98 Income 
[^Apples 
S Avantex 

d Qipart 



r-iMacIntos... 
I elect I 
I Desktop I 



I Cancel 

r°5T= 

I nndnie.. 





kuvrts coflimts of th* flU Into i|our 

Jucunimt cr««tv> < link W U>* 

loureo fll». Chonqrs to th* sovco tilt 
vllt bt rtOtcIH in gour do<atnrnt 



-0 Link to rile 
□ Display as Icon 





nie Edit View Insert format Tools Slide Show Window Help 7S4PM 



Retirement Pfaftnmg 



Howto Plan fa Your 
Retirement 

Early planning 

Midlife planning w 

Late planning Z ' 
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Publishing 

and 

Subscribing 
to an Edition 



A publisher is the source 
document that you use to 
create an edition. When you 
create a publisher, you are 
saving a section of a docu- 
ment as an edition that you or 
others can use in other 
documents. The edition is 
linked to the source docu- 
ment, so that whenever the 
original is changed, the 
changes are reflected in the 
edition. Once you have 
published an edition, you 
can subscribe to the edition. 
When you subscribe to an 
edition, you insert a copy of 
the edition into your 
document. Once you have 
inserted an edition into the 
subscriber, updates received 
by the edition are automati- 
cally sent to the subscriber. 



Publish an Edition 




Select the information you 
want to publish. 




Click the Edit menu, point 
to Publishing, and then 
click Create Publisher. 




Type the name of the new 
edition. 




Select a location In which to 
store the edition file. 




Click Publish. 



Subscribe to an Edition 




Select the location where 
you want to place the 
edition. 




Click the Edit menu, point 
to Publishing, and then 
click Subscribe To. 




Locate the edition file you 
want to subscribe to. 




Select the edition file you 
want to subscribe to. 




Click Subscribe. 
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FHe tdit View Insert Fornioi fools Data wtndov>| 



I998nnanrlal Summary 
@ 1908 FlnAiiclol Summary W. 
1 1998 Seminar Memo 
98 Expenses 

98 Income 



( Desktop ) 



Name of new edition: 



Draw 



jGayla's Bakery LUitu 




Preview the edition file. 



SEE ALSO 



See "Sharing Infonmition 
Between Programs" on page 
220 for more infonnation about 
publishing and subscribing to 
an edition. 



Change Publisher or 
Subscriber Options 




Open the file with the 
published or subcribed 
edition. 



In Excel, click the Edit 
menu, click Links, select the 
edition, and then click 
Options. 



"How do I cancel 
a publisher or 
subscriber?" 



In Word, click the Edit 
menu, point to Publishing, 
and then click Publisher 
Options or Subscriber 
Options. 




To cancel a publisher or 
subscriber, click Cancel 
Publisher or Cancel 
Subscriber. 




To change how the edition 
updates, click one of the 
update option buttons. 




Click OK. 






Sharincj Information Bkiween Office 98 Programs 227 





Creating 

Word 

Documents 
with Excel 
Data 



A common pairing of Office 
programs combines Word 
and Excel. As you write a 
sales report, explain a 
budget, or create a memo 
showing distribution of 
sales, you'll often want to 
add worksheet data and 
charts to your text. Instead of 
re-creating the Excel data in 
Word, you can insert all or 
part of the data or chart into 
your Word document. 



Insert an Excel 
Worksheet Range into a 
Word Document 




Click in the Word document 
where you want to copy the 
Excel range. 




Click the Insert menu, and 
then click File. 




Click the pop-up menu, 
and then select the drive 
and folder that contains the 
workbook you want to copy. 




If necessary, click the List 
Files Of Type pop-up menu, 
and then select Readable 
Files. 




Click the filename of the 
workbook you want to copy. 



© 

© 



Click Insert. 

Click the Open Document 
In Workbook pop-up menu, 
and then select the 
workbook you want. 



Click the Name Or Cell 
Range pop-up menu, and 
select the range you want 
to copy. 




Click OK. 
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Select a File to Insert: 



(^Micitisoftomcg9e;ei 



fonts 

5 form letters 
^Gayla's 1998 Sales 
^Gayia's 1999 Sales . 


n 


Ig; G.iyla's Bakery 




I^Gayla's Sales 


SI 


List Files of Type: 




1 Readable Hies 





Range: 



□ Link to File 



I600I68K 


ivallable 


i Insert <4r 


1 ! 


1 Gincel i 


1 Desktop ) 


I HndHIe. | 







TIP 



Import Excel data as a 
picture. To save disk space, 
you can insert Excel data as a 
picture. Data inserted this way 
becomes a table that you cannot 
edit. Select the data you want to 
import, press the Shift key as 
you click the Edit menu, and 
then click Copy Picture. In the 
Copy Picture dialog box, click 
OK. Click in the Word 
document where you want to 
insert the picture, and then click 
the Paste button on the 
Standard toolbar. Drag the 
picture borders until it's easy to 
read. 



Embed an Excel Chart 
in Word 



Open the Excel workbook 
that contains the chart you 
want to use. 




Click the Excel chart you 
want to embed to select it. 




Click the Copy button on 
the Standard toolbar. 




Click in the Word document 
where you want to embed 
the chart. 




Click the Paste button on 
the Standard toolbar. 



TRY THIS 



Create a new Excel 
worksheet directly in 
Word document. With the 
insertion point where you want 
the worksheet, click the Insert 
MS Excel Worksheet button on 
the Standard toolbar, drag to 
.select the number of rows and 
columns you want, type the 
data and format the worksheet 
as needed, and then click 
outside the worksheet to return 
to the Word window. When you 
save the file, the worksheet 
becomes embedded in the 
Word document. 




o 



t 



4 File Edit View Insert Ibrmat Toni tdbts Table Window Work Hi»lp 
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Creating a 
PowerPoint 
Presentation 
with Word 
Text 



PowerPoint presentations are 
based on outlines, which 
you can create either using 
PowerPoint or the more 
extensive outlining tools in 
Word. You can import any 
Word document into 
PowerPoint, although only 
paragraphs tagged with 
heading styles become part of 
the slides. You can also copy 
any table you created in 
Word to a slide. 



SEE ALSO 



See "Applying a Style" on page 
95 and "Creating and 
Modifying a Style" on page 96 
for more infonnation about 
using heading styles in Word. 



Create PowerPoint 
Slides from a Word 
Document 




Create a Word document 
with heading styles, and 
then close the Word 
document. 




In PowerPoint, click the 
Open button on the 
Standard toolbar. 



Click the List Files Of Type 
pop-up menu, and then 
select All Outlines. 




Click the pop-up menu, 
and then locate the Word 
file you want to use. 



Double-click the Word 
document filename. 



Embed a Word 
Table in a Slide 




Click In the Word table you 
want to use in a slide. 




Click the Table menu, and 
then click Select Table. 




Click the Copy button on 
the Word Standard toolbar. 
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TIP 



Headings in Word become 
titles in PowerPoint. Fuich 
Heading 1 style in a Word 
doamient becomes the title of a 
separate slide in PowerPoint. 
Heading 2 becomes the first 
level of indented text and so on. 
If a document contains no 
styles, PowerPoint uses the 
paragraph indents to determine 
a slide structure. 



TIP 



Create 35mm slides using 
Genigraphics. Using the 
Value Pack Installer, install 
Genigraphics. Open the 
presentation from which you 
want to create 35mm slides, 
click the File menu, point to 
Send To, click Genigraphics, 
and then follow the 
instructions. 




Display the PowerPoint 
slide where you want to 
insert the Word table. 




Click the Paste button on 
the PowerPoint Standard 
toolbar. 




Drag a handle to resize the 
embedded table. 



Double-click the table to 
display Word's menus and 
toolbars, and edit the table 
using the usual Word 
commands. 



Create a Word 
Document from 
a PowerPoint 
Presentation 



Open the PowerPoint 
presentation you want to 
use as a Word document. 




Click the File menu, point 
to Send To, and then click 
Microsoft Word. 



Word starts and opens the 
presentation as a Word 
document. 




Edit the text using the usual 
Word commands. 
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Sending Files 
in E-Mail 
Messages 

When you want others to 
receive a copy of an Office 98 
file, you can send the file 
through e-mail. You can also 
route a file through e-mail, 
rather than send it, when 
you want others to review a 
copy of it online. You can 
send the file to one recipient 
after another, so that each 
recipient can see the previ- 
ous revisions, or to all 
recipients at once. As the file 
is routed, you can track its 
status. After all of the 
recipients have reviewed the 
file, it is automatically 
returned to you. 



Send a File to Others in 
an E-mail Message 




Open the file you want to 
send. 




Click the File menu, point 
to Send To, and then select 
Mail Recipient. If necessary, 
click OK. 



Your default e-mail 
program (such as Microsoft 
Outlook Express) opens, 
displaying a new e-mail 
message window with an 
attached file. 




Click in the To box, and 
then enter an e-mail 
address. 




Click in the Subject box, 
and then enter the subject 
text. 




Click in the message box, 
and then enter message 
text. 



You can format the text like 
you would any other text. 




Click Send on the toolbar. 
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Reading and 
Replying to 
E-Mail 
Messages 

Mail can be sent to you at 
anytime. Before you can 
retrieve your c-mail, you 
need to connect to the 
Internet. Once you are 
connected, you can send and 
receive e-mail. New messages 
appear in the Inbox along 
with any messages you 
haven't yet stored elsewhere 
or deleted. Unread messages 
appear in bold text, while 
previously read messages 
appear in normal text. Once 
you have read a message, you 
can reply to the author and 
other recipients. 




Mail button 



TIP 



Divert incoming e-mail to 
folders. Click the T<wls menu, 
click Inbox Rules, click New 
Rule, set criteria for incoming 
messages, and then dick OK. 



Open and Read a 
Message 




Double-click the Mail icon 
on the desktop and connect 
to the Internet. 




Click the Send & Receive 
button on the toolbar. 



© 

© 



Click Inbox In the folder list. 

Click a message to display 
It in the Preview pane, or 
double-click a message to 
open it up In Its own 
window. 



Reply to a Message 




Open the message you 
want to reply to. 



( 2 ^ Click the Reply or Reply All 
button on the toolbar. 




Type your message and 
attach any files you want to 
send. 




Click the Send button on 
the toolbar, or click the File 
menu, and then click Send 
Later. 



o 
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Outlook Express Team, 

Thanks for developing a great product 
Steve. 



From 'Outlook Express Team* <msmacoe#microsoft cam> 
To: 'New Outlook Express User* 

Subject: Welcome to Outlook Express 
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Managing 

E-Mail 

Messages 

One problem that can arise 
as you receive e-mail is an 
overabundance of messages 
in your Inbox. To help you 
manage your mail messages, 
Outlook Express provides a 
way to delete messages, and 
move messages to other 
folders and subfolders. 
Storing messages in other 
folders and deleting un- 
wanted messages make it 
easier to see the new mes- 
sages you receive. You can 
move a message into another 
folder quickly and easily: 
simply, drag the message to 
the folder you want in the 
folder list. 

You can also add and edit 
contact information, includ- 
ing names and e-mail 
addresses to keep the 
informatin current. 



TIP 



Add a new folder to the 
folder list. Click the File 
menu, point to New, and then 
click Folder or Subfolder. 



Delete Unwanted 
E-Mail Messages 

In Outlook Express, click the 
folder containing the 
messages you want to 
delete. 




Select the message(s) you 
want to delete. 




Click the Delete button on 
the toolbar. 




Click Deleted Messages in 
the folder list. 




Click the Edit menu, and 
then click Empty Deleted 
Messages. 



Add or Edit a Contact 
to the Address Book 




In Oulook Express, click 
Contacts In the folder list. 




To add a contact, click New 
on the Standard toolbar. 




To edit a contact, select the 
contact you want to edit, 
and then click Edit on the 
Standard toolbar. 




Enter or edit the contact 
information. 



© 

© 



Click Save. 

Click the Close box. 
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SPECIAL 

CHARACTERS 

' (apostrophe), numeric label 
prefix (worksheets), 126 
► (arrowhead symbol), menu 
symbol, 22 

* (asterisk), multiplication 
operator, 140 
: (colon), range reference 
character, 1 30 

key (Command key), 23 
deleting words, 34 
setting line spacing, 85 
undoing/ redoing actions, 34 
... (ellipsi.s), menu/dialog box 
symbol, 22, 23 

— (em dash), entering, 32 

= (equal sign), formula prefix, 
140 

- (minus sign), subtraction 

operator, 140 
+ (plus sign) 

addition operator, 140 
in pointer box, 29 
/ (slash), division operator, 140 

o 

absolute cell references (in Excel 
worksheets), 141 




Accept Or Reject Changes dialog 
box (Excel), 163 
action buttons, 203 
clicking, 214 
creating, 214, 215 
inserting in slides, 215 
testing, 214 
See also hyperlinks 
Action Settings dialog box 
(PowerPoint), 215 
actions, undoing/redoing, 

34, 71 

active cell (in worksheets/ 
datasheets), 124, 207 
Add Data dialog box (Excel), 
adding data series, 153 
Add Report dialog box (Excel), 
179 

Add Scenario dialog box (Excel), 
178 

addition operator (+), 140 
address book (in Outlook 

Express), adding/editing 
contacts, 234 
addresses 

local documents, 52 
postal, formatting, 104 
Web pages, 53, 62 
worksheet cells, 124 
y\dvanced Search, finding 
files, 11 

Align Left button (Alignment 
toolbar), 148 



Align Right button (Alignment 
toolbar), 148 
aligning 

data in Excel worksheets, 148 
objects, 39 

tables in Word docaiments, 
117 

text in Word documents, 84, 
106 

in columns, 122 
in headers/footers, 106, 
107 

within table cells, 118-19 
Alignment buttons (Formatting 
toolbar), 106 

Alignment toolbar (Excel), 
buttons, 148 
animating 

bulleted lists, 212, 213 
Graph charts, 212 
text, 83,212,213 
animations (in PowerPoint), 203 
adding sound to, 213 
adding to slides, 212-13 
previewing, 212 
removing, 213 

annotations, adding to Excel 
charts, 155 

apostrophe ('), numeric label 
prefix (worksheets), 126 
applications. See Office 
programs 




Index 
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arithmetic operators, 140 
order of precedence, 141 
arrowhead symbol ( ►), menu 
symbol, 22 
arrows, styling, 39 
asterisk (*), multiplication 
operator, 140 

auditing Excel worksheets, 177 
AutoCalculate, calculating 
with, 144 
AutoComplete 

enabling for cell values, 127 
entering worksheet cell labels 
with, 126, 127 
finding Internet addresses 
with, 62 

AutoContent Wizard 
(PowerPoint) 

creating presentations, 185 
for the Web, 59 
AutoCorrcct 

adding entries to, 33 
correcting spelling while 
typing, 32, 76 
creating exceptions to, 33 
reversing changes made 
by, 33 

AutoEill (Excel), filling in data 
in worksheets, 144 
AutoFilter (Excel), filtering 

records in Excel lists, 145, 
158 

AutoFit (Word), adjusting table 
column widths, 117 
AutoFormat (Excel), formatting 
worksheet text and 
numbers, 147 
AutoLayout placeholders 
(PowerPoint), 191 
AutoLayouts (in PowerPoint), 
applying to slides, 190, 
191 

AutoText (in Word), inserting, 
109 



AVERAGE function (Excel), 143 

o 

Background dialog box 
(PowerPoint), 198 
background objects (on 

PowerPoint masters), 
hiding on slides, 198 
backup copies, saving, 13 
balloon help, 14 
barcodes, POS'INET, printing 
on envelopes, 1 04 
blank files, creating, 9 
boldface, applying in Word, 82 
bookmarks (in Word), 
inserting, 47 
borders 

adding to pictures, 43 
adding to tables in Word, 
118, 120 

adding to text in Word, 120 
adding to worksheet cells, 
149 

Break dialog box (Word), 
inserting page/section 
breaks, 94 

brochures, creating, 41, 120, 121 
Browse Arrow buttons (Word 
window), 67 
Browse button (Word 
window), 67 

Browse toolbar (Word), 67 
browsing Word documents, 67 
bulleted lists 

animating, 212, 213 
creating 

in PowerPoint, 193 
in Word, 98 

creating slides from, 193 
restyling in Word, 99 
Bullets And Numbering dialog 
box (Word), 99 
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buttons 

column/row indicator 
buttons (in Excel 
worksheets), 136 
option buttons (in dialog 
boxes), 22 
scroll buttons (for 

worksheets), 125 
view buttons, 64, 65, 1 87 
See also action buttons; 

toolbar buttons; and 
specific buttons 

o 

calculating 

with Excel functions, 1 43 
using AutoCalculate, 144 
capitalization, correcting, 32, 76 
case, matching in Word 
searches, 74 
cell contents (data) 
in Excel worksheets 
aligning, 148 
analyzing, 145, 156-64 
auditing, 177 
consolidating from 
worksheets/ 
workbooks, 174-75 
creating/showing 

scenarios of, 178 
creating Word docu- 
ments with, 228-29 
editing, 128 
entering, 126-27 
filling in automatically, 
144 

importing as pictures, 229 
protecting, 164 
summarizing, 145, 160-61 
in Graph datasheets, 
entering, 207 
in Word tables 



deleting, 113 
entering, 112, 113 
cell formats (in Excel 

worksheets), copying, 

147 

Cell Height And Width dialog 
box (Word), 117 
cell references (in Excel 
worksheets), 124 
absolute, 141 
entering in formulas, 140 
cells 

in Excel worksheets, 124 
active cell, 124 
adding borders to, 149 
addresses, 124, 140 
auditing, 177 
clearing, 129 
copying, 176 
copying cell formats, 147 
deleting, 129 
entering text and 

numbers into, 
126-27 
inserting, 129 
linking, 165, 176 
removing arrows from, 
177 

selecting multiple, 130-31 
See also cell contents 
(data), in Excel 
worksheets; cell 
references; ranges 
in Graph datasheets, 206 
active cell, 207 
entering data into, 207 
in Word tables 

aligning text within, 
118-19 

changing text direction 
within, 119 
clearing, 113 
entering text into, 112, 
113 



cells continued 

merging, 116 
selecting, 113 
splitting, 116 

Center button (Alignment 
toolbar), 148 
centering text, 84 
character spacing (in Word 
documents), changing, 
83, 99 
characters 
deleting, 34 

nonprinting characters in 
Word documents, 

66, 87 

resizing in worksheet 
printouts, 139 
See also special characters 
diart area (in Graph), 209 
chart boxes (Organization 
Chart), formatting, 44 
chart objects, 154, 206 
adding to Excel charts, 
154-55 

selecting/formatting in 
Graph, 209 

Chart Options dialog box 
(Excel), 154, 155 
Chart Type dialog box (Graph), 
208 

Chart Wizard (Excel), creating 
charts, 150-51 

charts 

in Excel, 150-55, 206 

adding gridlines, 154, 155 
adding legends, 154 
adding text annotations, 
154, 155 

adding titles, 154 
adding trendlines, 153 
changing types, 155 
creating, 150-51 
as embedded objects, 151 



embedding in Word 
docoiments, 229 
formatting elements, 155 
in Graph, 206 
animating, 212 
creating, 206-9 
creating a chart type, 208 
entering data into 

datasheets, 207 
formatting chart objects, 
209 

inserting in slides, 206 
selecting a chart type, 208 
selecting chart objects, 

209 

check boxes, in dialog boxes, 

22, 23 

clearing worksheet cells, 129 
clip art 

adding to every slide in a 
presentation, 198 
cropping, 42, 43 
inserting, 42 

Clip Gallery, inserting clip art 
from, 42 

Clipboard, copying/moving 
text with, 28, 72 
closing files, 19 
collapse box (windows), 18 
colon (:), range reference 
character, 130 
Color Scheme dialog box 
(PowerPoint), 200 
color schemes (PowerPoint) 
applying to slides, 200-201 
choosing, 200 
customizing, 200 
deleting, 200 
coloring 

objects, 39, 42, 43 
slides, 200-201 
text, 82 
colors 

types, 43 



See also color schemes 

(PowerPoint); coloring 
column letters (in Excel 

worksheets), printing, 139 
column titles (in Excel 

worksheets), printing, 139 
columns 

in Excel worksheets 

freezing/unfreezing, 167 
inserting, 136 
in Word 

aligning text in, 122 
creating/modifying, 1 22 
viewing side by side, 122 
in Word tables 

adjusting widths, 1 15, 

117 

deleting, 114, 115 
distributing evenly, 115 
inserting, 114 
moving, 115 
selecting, 1 13 
sorting the entries in, 1 19 
summing, 119 

Columns dialog box (Word), 
122 

Command key. See §§ key 
comment codes (in Word 

documents), displaying, 
110 

comments 

hiding/displaying, 35 
inserting, 35 
reviewing, 35 

comments (in Word docu- 
ments) 
browsing, 67 
deleting, 1 10 
inserting, 110 
reading, 110 

Confirm Password dialog box 
(Excel), 164 

Consolidate dialog box (Excel), 
174 



consolidating data from 

worksheets/workbooks, 

174-75 

contacts (in Outlook Express), 
adding/editing, 234 
converting, text to Word tables, 
112 

copying 

cells in worksheets, 176 
formulas in worksheets, 141 
styles in Word, 95 
text, 28-29 

in Word, 68, 72-73 
worksheets, 134, 135 
COUNT function (Excel), 143 
Create Data Source dialog box 
(Word), 101 

Crop tool (Picture toolbar), 42 
cropping images, 42, 43 
curves, drawing, 38 
Custom Animation dialog box 
(PowerPoint), 213 
Custom Shows dialog box 
(PowerPoint), 216 
Customize dialog box, custom- 
izing toolbars, 25 
cutting text, 28 

o 

data. See cell contents (data); 
data series; entering; 
exporting; importing; 
in.serting; lists 

data analysis (in Excel), 156-64 
tools, 145 

data files (for mail merges) 
creating, 100-101 
merging with main docu- 
ments, 102-3 
selecting existing, 100 
Data Form dialog box 
(Word), 101 
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Data Forms (Excel), 145, 168 
adding records using, 168 
managing records using, 169 
data points (in Excel), 152 
deleting single points, 153 
data ranges. See ranges (in Excel 
worksheets) 
data series, 152, 206 

adding/deleting in Fjccel, 

152, 153 

changing in Excel, 153 
databases. See lists, in Excel 
datasheets (in Graph), 206 
entering data into, 207 
dates, inserting (in Word), 108 
Decrease Indent button 

(Formatting toolbar), 

88, 89 

Define Custom Show dialog 
box (PowerPoint), 216, 
217 

Delete dialog box (Excel), 129 
Delete key, deleting characters/ 
words, 34 
deleting 

animations, 213 
characters, 34 
color schemes (in 

PowerPoint), 200 
columns/rows (in Word 
tables), 114, 115 
comments (in Word 
documents), 110 
data series, 152, 153 
e-mail messages, 234 
favorite documents, 58 
hyperlinks, 49 
records in Excel lists, 1 68 
slide shows, 217 
slides, 191, 195 
text, 66 

typing errors, 34 
WordArt, 41 
words, 34 



worksheet cells, 129 
worksheets, 132, 133 
deletions, restoring, 71, 153 
desktop 

creating files from, 9 
opening existing files 
from, 10 

starting Office programs 
from, 8 

desktop publishing effects, 

adding to text in Word, 
120-21 

destination files, 220, 221, 224 
subscribers, 221, 226 
destination programs, 221 
dialog boxes, 22 

choosing options, 22-23 
navigating, 23 
See also wizards; and specific 
dUih^ boxes 

division operator (/), 140 
docking floating toolbars, 24 
Document dialog box, 91, 107 
doaiment elements, finding 
and replacing, 31 
document windows, 18, 21 
in Excel, 124 
in PowerPoint, 187 
in Word, 64, 66 
See also windows 
documents 

adding to favorites, 58 
addresses, 52 
closing, 19 
creating, 9 

as Web pages, 59 
with wizards, 27 
finding, 11 

inserting comments in, 35 
inserting hyperlinks in/ 
between, 46, 47 
jumping to favorites, 58 
opening, 10-11 
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recently used 
opening, 10 
setting the number of, 
166 

saving, 12-13 

with another name, 12 
backup copies, 13 
in different folders, 13 
in different formats, 13, 
60-61 

for the first time, 12 
as HTML documents, 
60-61 

selecting, 23 

See also hyperlinked 

doc*uments; Web 
documents; Word 
documents 

drag and drop 

copying/moving text, 29, 
72-73 

installing Microsoft Office, 
6-7 

drawing 

lines and shapes, 38 
tables in Word documents, 
112 

Drawing toolbar, manipulating 
objects, 39 

drop caps, adding to text in 
Word, 121 

o 

e-mail messages 
deleting, 234 
diverting to folders, 233 
managing, 234 
reading, 233 
replying to, 233 
sending files in, 232 

Edit Hyperlink dialog box, 49 



Edit Text button (WordArt 
toolbar), 41 

Edit WordArt Text dialog 
box, 40 
editing 

custom slide shows, 217 
embedded objects, 224, 225 
favorite documents, 58 
linked objects, 224, 225 
objects, 38, 39 
organization charts, 44 
records in Excel lists, 1 69 
text, 28-29 

in Word, 63, 67-79 
worksheet cell contents, 128 
editions 

publishing and subscribing 
to, 221, 226 
update options, 227 
ellipsis (...), menu/dialog box 
symbol. 22, 23 
cm dash ( — ), entering, 32 
email messages. See e-mail 
messages 

embedded objects 

changing linked objects to, 
224 

charts as, 151 
editing, 224, 225 
embedding 

Excel charts/worksheets in 
Word documents, 229 
objects, 220, 224 
Word tables in slides, 230-3 1 
end mark (Word window), 64 
enhancing objects, 38, 39 
Enter button (formula bar), 
entering worksheet cell 
labels, 126 
entering 

cell references in formulas, 
140 

data into Graph datasheets, 
207 



entering continueii 
formulas into Excel 
worksheets, 140 
fractions, 32 
functions into Excel 
worksheets, 143 
records into Excel lists, 157 
superscript ordinals, 32 
text 

into Excel worksheet cells, 
126-27,157 

into PowerPoint outlines, 
194 

into PowerPoint place- 
holders, 191, 192-93 
into Word documents, 66 
into Word tables, 112, 113 
See also inserting 
envelope codes, printing, 104 
envelopes, addressing and 
printing in Word, 104 
Envelopes And labels dialog box, 
104 

equal sign (=), formula prefix, 

140 

Excel (Microsoft), 123-82 
calculations, 143, 144 
customizing, 166 
data analysis tools, 145 
print options, 138-39 
program window. See Excel 
window 

See also workbooks (in Excel); 
worksheets (in Excel); 
ami umier charts; lists 
Excel window, 1 24 

elements, 124, 125, 126, 128 
splitting into panes, 167 
exiting Office programs, 20 
expand box (windows), 18 
exporting 

files, 220, 222, 223 
information, 223 



o 

F keys, displaying named ranges, 
142 

favorite documents 
adding/deleting, 58 
editing, 58 
jumping to, 58 
Favorites button (Web 
toolbar), 58 

Favorites folder, adding files 
to, 58 
field names 

in Excel lists, 156, 157 
in Word data files, 101 
inserting in main doai- 
ments, 102 

fields 

in Excel lists, 156, 158 
index fields, 1 59 
sorting records on, 158-59 
in Word data files, 101 
files 

adding to favorites, 58 
closing, 19 
creating, 9 

destination files, 220-21, 224 
exporting, 220, 222, 223 
finding, 1 1 
importing, 220, 222 
jumping to favorites, 58 
opening, 10-11 
recently used 
opening, 10 

setting the number of, 166 
saving, 12-13 

with another name, 12 
backup copies, 13 
in different folders, 13 
in different formats, 13, 
60-61 

for the first time, 12 
as HTML documents, 60 



as templates (in Word), 92 
sending in e-mail messages, 

232 

source files, 220-21, 224 
See also documents 
fill handle (Excel) 

copying formulas, 141 
filling in data, 144 
filtering records, in Excel lists, 

145, 158 

FIM-A codes, printing on 
envelopes, 104 

Find And Replace dialog box, 3 1 
Find And Replace dialog box 
(Word), 74, 75 
Find dialog box, 30 
finding 
files, 11 

information on the Web, 56 
Internet addresses, 62 
text, 30, 31 
in Word, 74 

text formatting in Word, 74 
See also replacing 
flipping objects, 39 
floating toolbars, docking, 24 
folders 

adding new, 234 
default, 166 

diverting e-mail messages to, 

233 

Favorites folder, 58 
saving files in different folders, 
13 

selecting, 23 
Templates folder, 93 
font attributes (in Excel 

worksheets), applying, 146 
Font dialog box (Word), 83 
fonts 

in Excel worksheets, 
specifying, 166 
in Word documents 



animation effects, 83 
character spacing, 83 
specifying, 82 
footers 

in Excel worksheets, printing, 
139 

in slides, adding/changing, 
204 

in Word documents, 106 
aligning, 106, 107 
creating, 106-7 
setting margins for, 91 
form letters 

creating, 100-101 
merging with data, 102-3 
printing, 103 

Format AutoShape dialog 
box, 37 

Format Cells dialog box (Excel) 
adding borders to cells, 149 
aligning data, 148 
formatting numbers, 147 
formatting text, 146 
Format Data Series dialog box 
(Graph), 209 
Format Painter 

applying PowerPoint color 
schemes, 201 

copying Word document 
styles, 95 

copying worksheet cell 
formats, 147 
Format WordArt button 

(WordyVrt toolbar), 41 
formatting 

chart objects in Graph, 209 
documents in HTML, 60-61 
numbers in Excel worksheets, 
146-47 

organization chart boxes, 44 
postal addresses, 104 
tables in Word, 118-19 
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formatting continued 
text 

in Excel worksheets, 146, 
147 

with find and replace, 31, 
74-75 

while typing, 83 
in Word documents, 66, 
74-75, 81-104 
See also text formatting 
Formatting toolbar, 24, 64 
Alignment buttons, 106 
indenting text, 88, 89 
formula bar (Excel window), 124 
editing cell contents, 128 
formula prefix (=), 140 
formulas (in Excel worksheets), 
140 

auditing, 177 
cell changes and, 129 
copying, 141 
displaying, 141 
entering, 140 

entering cell references in, 140 
using ranges/range names in, 
142 

See also functions (in Excel) 
fractions, entering, 32 
frames (of Web pages), 61 
Free Rotate button (Word Art 
toolbar), 41 

freezing/unfreezing columns/ 
rows in Excel worksheets, 
167 

function keys. See F keys 
functions (in Excel worksheets), 
143 

calculating with, 143 
entering, 143 

o 

Genigraphics, installing, 231 



GIF format, 61 

grammar, correcting in Word, 
76-77 

Graph (Microsoft), 206 
See also under charts 
graphic formats, types, 61 
graphic objects. See objects 
graphs. See charts 
gridlines 

in Excel charts, 154 
adding, 154, 155 
major versus minor, 155 
printing worksheets with, 
139, 149 

in Word tables, displaying/ 
hiding, 119 
grouping objects, 39 

o 

handles, selection handles, 36 
Handout Master, formatting, 
205 

handouts, adding to presenta- 
tions, 205 

Header And Footer toolbar 
(Word), 106, 107 
buttons, 108 
headers 

in Excel worksheets, printing, 
139 

in slides, adding/changing, 
204 

in Word documents, 106 
aligning, 106, 107 
creating, 106-7 
setting margins for, 91 
headings (in Word doaiments), 
as converted in 
PowerPoint, 231 
Help, 14-17 

balloon help, 14 
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getting information on 

particular topics, 14, 15 
Office Assistant, 16-17, 124, 
160 

hiding 

background objects on slides, 
198 

gridlines, in tables in Word 
documents, 119 
Office programs, 20 
rulers (in Word), 86 
ScreenTips, 25 
slides in slide shows, 189 
toolbars, 24, 50 
Highlight Changes dialog box 
(Excel), 162 

highlighting (in Word docTi- 
ments), applying, 82, 83, 
111 

HTML (Hypertext Markup 
Language), 60 

HTML documents, saving Office 
documents as, 60-61 
Hyperlink To Slide dialog box 
(PowerPoint), 215 
hyperlinked documents 
address list, 54 
favorites, 58 

jumping to, 45, 52, 53, 54, 58 
navigating, 45, 54-55 
reloading, 55 
See also h)^erlinks; Web 
documents 
hyperlinks, 45, 48, 221 
adding to slides, 215 
clicking, 48 
inserting, 46-47 
removing, 49 
renaming, 49 
stopping, 55 
See also action buttons 
Hypertext Markup Language. See 
HTML 



hyphenating Word 
documents, 78 

o 

importing 

Excel data as pictures, 229 
files, 220, 222 
See also inserting 
Increase Indent button (Format- 
ting toolbar), 88, 89 
indenting 
paragraphs 

in PowerPoint, 195 
in Word, 88 

tables in Word documents, 
117 

index fields (in Excel), protecting 
list order with, 159 
information 
exporting, 223 
getting Help on particular 
topics, 14, 15 

getting information about 
the Web, 15 

searching for information on 
the Web, 56 

sharing information between 
Office programs, 
219-34 

Insert Date button (Header And 
Footer toolbar), 108 
Insert dialog box (Excel), 129 
Insert File dialog box (Word), 
222, 228 

Insert Hyperlink dialog box, 
46-47 

Insert Number Of Pages button 
(Header And Footer 
toolbar), 108 
Insert Outline dialog box 
(PowerPoint), 195 



Insert Page Number button 
(Header And Footer 
toolbar), 108 

Insert Time button (Header And 
Footer toolbar), 108 
Insert WordArt button (WordArt 
toolbar), 41 
inserting 

action buttons in slides, 21 S 
AutoText, 109 
bookmarks, 47 
clip art, 42 
columns 

into Word tables, 1 1 4 
into worksheets, 136 
comments, 35, 1 10 
dates (in Word), 108 
Excel ranges into Word 
documents, 228 
Graph charts in slides, 206 
hyperlinks, 46-47 
outlines into PowerPoint, 194, 
195 

page breaks 

into Word documents, 94 
into worksheets, 137 
page numlx?rs (in Word), 108 
pictures, 42 
rows 

into Excel worksheets, 136 
into Word tables, 1 1 4 
section breaks into Word 
documents, 94 
slides, 190 

from other presentations, 
191 

special characters, 32, 109 
times (in Word), 108 
worksheet ceils, 129 
worksheets, 132, 133 
See also embedding; entering; 
importing; linking 
insertion point 

on PowerPoint slides, 192 



in Word documents, 63, 66 
installing 

Genigraphics, 231 
Microsoft Office, 6-7 
Report Manager (Excel), 179 
Internet. See Web 
Internet addresses, 53 
finding, 62 

Internet Assistant Wizard, 
creating HTML docu- 
ments, 60-61 

intranets, formatting documents 
for, 60-61 

Italics, applying In Word, 82 

o 

JPEG format, 61 
jumping 

to favorite documents, 58 
to hyperlinked documents, 

45, 52, 53, 54, 58 
to slides, 215 
to start page, 51 
justifying text, 84 

o 

keyboard shortcuts. See shortcut 
keys 

o 

labels 

mailing labels, addressing and 
printing, 104 
in worksheet cells 

entering, 126-27, 157 
formatting, 146, 147 
long, 127 

legends, adding to/deleting from 
Excel charts, 1 54 



Less button (Word Find And 
Replace dialog box), 75 
letterheads, creating, 26 
line arrows, styling, 39 
lines 

drawing, 38 
styling, 39 
lines of text 

indenting, 88, 193 
selecting, 71 
spacing, 85 
linked objects 

changing to embedded 
objects, 224 
editing, 224, 225 
linking 

cells in Excel worksheets, 165, 
176 

hyperlinking, 221 
objects, 220-21, 224, 225 
links 

between worksheets, creating/ 
breaking, 176 
See also hyperlinks 
listboxes. In dialog boxes, 22 
list ranges (in Excel lists), 156 
entering information in, 
168 
lists 

in Excel 

creating, 157 
filtering records, 145, 158 
finding data in, 168 
PickList, 157 

protecting list order, 159 
sorting records, 145, 

158-59 

summarizing data, 145, 
160-61 

terminology, 156 
numbered lists, 98-99 
See also bulleted lists 
Locator dialog box (Excel), 168 
logos 



adding to every slide in a 
presentation, 198 
creating, 39 

Macro dialog box, 180, 182 
macros (in Excel), 180 
debugging, 180 
recording, 180, 181, 182 
running, 180, 182 
versus templates, 171 
Mail Merge Helper (Word), 100 
mail merges (In Word), 100-103 
error checking before starting, 
103 

sending to printers, 103 
mailing labels, addressing and 
printing, 104 

main documents (for mail 
merges) 

creating, 100, 102 
merging data files with, 102-3 
selecting, 100 

margins (in Word documents), 
setting, 70, 90-91 
masters (in PowerPoint) 

adding/changing headers and 
footers, 204 

designing slides with, 198-99 
formatting the Handout/ 
Notes Master, 205 
overriding, 199 
reapplying, 199 
Title Master versus Slide 
Master, 198 

Max (Office Assistant), 16 
MAX function (Excel), 143 
media clips 
in.serting, 42 
See also clip art; pictures 
menu bars, in Office program 
windows, 64, 124, 187 
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menu commands 
choosing, 22 
versus shortcut keys, 23 
menus, 22 

Merge And Certter button 

(Alignment toolbar), 148 
merging 

cells in Word tables, 116 
form letters with data, 102-3 
workbooks, 175 
messages, "[Shared]" status 

message in titlebars, 163, 
173 

Microsoft Lxcel. See Excel 
(Microsoft) 

Microsoft Graph. See Graph 
(Microsoft) 

Microsoft Internet Explorer, 6 
Microsoft Internet solutions, 6 
installing, 7 

Microsoft Office. See Office 
(Microsoft) 

Microsoft Office 98 Macintosh 
Edition At a Glance, 1-3 
MicTosoft Office programs. See 
Office programs 
Microsoft Outlook Express, 6 
adding/editing contacts, 234 
Microsoft PowerPoint. See 

PowerPoint (Microsoft) 
Microsoft Word. See Word 
(Microsoft) 

MIN function (Excel), 143 
minus sign (-), subtraction 
operator, 140 
mirror margins (in Word 

documents), setting, 91 
Modify Style dialog box 
(Word), 97 

More button (Word Find and 
Replace dialog box), 75 
mouse pointer 

copying text in Word, 73 



displaying shortcut 
menus, 22 

in the Excel window, 124 
getting balloon help, 14 
plus sign in pointer box, 29 
presenting slide shows, 218 
resizing and moving 
windows, 18 
selecting objects, 36 
in the Word window, 64 
Move Or Copy dialog box 
(Excel), moving 
worksheets, 135 
moving 

objects, 36, 39 
rows/columns, in Word 
tables, 115 
slides, 197 
text, 28-29 

in Word, 68, 72-73 
toolbars, 24 
windows, 18 
worksheets, 1 34, 1 35 
See also jumping; navigating; 
rearranging 
multiple cells (in Excel 

worksheets), selecting, 
1.30-31 

multiple windows, 
arranging, 18 

multiplication operator (*), 140 

o 

name box (Excel window), 124 
named ranges (in Excel 
worksheets) 
going to, 131 
selecting, 131 
names 

displaying toolbar button 
names, 24, 64 
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field names in Excel lists, 156, 
157 

range names in formulas, 

142 

naming 

hyperlinks, 49 
worksheet ranges, 131 
worksheets, 132, 133 
navigating 

dialog boxes, 23 
hyperlinked documents, 45, 
54-55 

slide shows, 218 
Word documents, 67 
Word tables, 112, 113 
workbooks/worksheets, 125 
See also jumping 
New command, creating files, 9 
New dialog box, creating files, 

9, 26 

New dialog box (Word), 93 
New Presentation dialog box 
(PowerPoint), 184, 186 
New Slide dialog box 

(PowerPoint), 190 
New Style dialog box 
(Word), 96 

newsletters, creating, 41, 120, 

121 

newspaper columns. See 
columns, in Word 
nonprinting characters (in 

Word documents), 66, 87 
Normal template (Word), 92 
notes 

adding annotations to Excel 
charts, 155 

adding to presentations, 

189, 205 

Notes Master, formatting, 205 
Notes Page view (PowerPoint), 
189 

numbered lists 

creating in Word, 98 



restyling in Word, 99 
numbers 

entering into worksheets, 
126-27 

formatting in worksheets, 
146-47 

numeric formats (in Excel 

worksheets), applying, 
146-47 

numeric label prefix (worksheets) 

a 126 

o 

Object dialog box, embedding 
objects, 224 

Object Linking and Embedding 
(OLE), 220-21 
objects, 36, 37 

adding 3-D effects to, 39 
adding shadows to, 39 
adding to documents, 39 
adding to every slide in a 
presentation, 198 
aligning, .39 

chart objects, 154-55, 206, 209 
coloring, 39, 42, 43 
drawing, 38 
embedding, 220, 224 
enhancing, 38, 39 
flipping, 39 
grouping, 39 
inserting, 42 

linking, 220-21,224, 225 
moving, .36, 39 
resizing, 37 
rotating, 39 
scaling, 37 
selecting, 36 
WordArt, 40-41 
See also clip art; pictures 
Office (Microsoft), installing/ 
uninstalling, 6-7 



Office Assistant, 16, 124 
choosing an Assistant, 17 
customizing, 17 
getting help from, 16-17, 160 
installing more Assistants, 17 
tips, 17 

Office Manager 
installing, 8 

starting Office programs 
from, 8 

Office programs, 5, 21 

creating files from within, 9 
hiding, 20 
quitting, 20 
self-repairing, 7 
shared tools, 21-44 
sharing information 
between, 219-34 
starting, 8 

See also Excel; PowerPoint; 
Word 

OLE (Object Linking and 
Embedding), 220-21 
online Help. See I lelp 
Open dialog box, finding 
files, 1 1 

Open Worksheet dialog box, 

228 

opening 

documents 

existing, 10-11 
new Excel workbooks, 

171 

new Word documents, 66 
recently used, 10 
templates, 170 
Web documents, .S3 
Web pages, 52 
option buttons (in dialog 
boxes), 22 

order of precedence of arith- 
metic operations, 141 
organization charts, creating/ 
formatting/sty 1 i ng/ 
editing, 44 



Outline view^ (PowerPoint), 188 
See also outlines, PowerPoint 

outlines 

non PowerPoint, inserting into 
PowerPoint, 194, 195 
PowerPoint, 194 

adding slides to, 194 
collapsing/expanding 
slides, 196, 197 
entering text into, 194 
indenting text, 195 
printing, 202 

rearranging slides, 196, 197 
selecting slides, 197 
showing/hiding text 
formatting, 195 

Outlook Express (Microsoft), 6 
adding/editing contacts, 234 

o 

page breaks 

inserting/delcting in Excel, 137 
inserting/deleting in Word, 94 
previewing/moving in Excel, 
137 

page numbers, inserting in Word, 
108 

page orientation, specifying in 
Word, 70 

page setup, Word documents, 70 

Page Setup dialog box 

print options in Excel, 139 
print options in Word, 70, 90, 
107 

Page Setup dialog box 
(Word), 70 

pages 

creating headers/footers for 
specific pages (in 
Word), 107 
page/section breaks (in 
Word), 94 



shrinking Word documents to 
fit, 79 

See also page setup; start page 
panes (in the Excel window) 
freezing/unfreezing, 167 
splitting the Excel window 
into, 167 

paper size, specifying in Word, 70 
Paragraph dialog box (Word) 
indenting paragraphs, 89 
line/paragraph spacing, 85, 89 
paragraphs 
in PowerPoint 
indenting, 195 
spacing, 193 
in Word 

beginning new, 66 
indenting, 88 
selecting, 71 
setting tabs, 87 
spacing, 85 

password protection (in Excel), 
164 

Past Function button (Standard 
toolbar), 143 

Paste Name dialog box (Excel), 
142 

PickList (in Excel), entering labels, 
157 

pictures 

adding borders to, 43 
animating, 212 
browsing in Word, 67 
cropping, 42, 43 
importing Excel data as, 229 
inserting, 42 

PivotTable Wizard (Excel), 

creating Pi vof Fables, 160 
PivotTables (in Excel), 145, 

160-61 

creating, 160 
creating charts from, 161 
placeholders (in PowerPoint) 
creating, 191 



entering text into, 191, 192, 
193 

plot area (in Graph), 209 
plus sign (+) 

addition operator, 140 
in pointer box, 29 
PMT function (Excel), 143 
pointer box, plus sign in, 29 
points (text size units), 37 
POS'ENEF barcodes, printing on 
envelopes, 104 
PowerPoint (Microsoft), 

18.3-218 
masters, 198-99 
program window elements, 
187 

views, 188-89 

See also presentations; slide 
shows; slides 
PowerPoint dialog box 
(PowerPoint), 184 
PowerPoint window, 187 
elements, 187 
precedence of arithmetic 
operations, 141 
Preferences dialog box (Fjccel), 
displaying formulas, 141 
Preferences dialog box 

(PowerPoint), General 
tab, 166 

Preferences dialog box (Word), 
spelling and grammar 
preferences, 76 
presentation window 
(PowerPoint), 187 
presentations (in PowerPoint), 
183-218 

adding notes/handouts to, 
189, 205 

applying color schemes 
between, 20 1 

applying templates to, 186 
creating, 183-202 
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presentations (in PowerPoint) 
continued 
designing, 203-14 
inserting slides from other 
presentations, 191 
printing, 202 
running slide shows, 189 
saving as HTML 

documents, 61 
sharing, 183 
starling, 184 
switching between, 184 
with the AutoContent 
Wizard, 59, 185 
with templates, 186 
as Web pages, 59 
from Word documents, 
230-31 

creating Word documents 
from, 231 

See also slide shows; slides 
preview boxes, in dialog boxes, 
22, 23 
previewing 

animations, 212 
Word documents, 70, 79 
worksheets, 138 

print area (in Excel worksheets), 
limiting, 139 

Print dialog box, in Pow’erPoint, 
202 

print options 
in Excel, 138-39 
in Word, 70, 80 
Print Preview toolbar 
(Word), 79 
printing 

envelopes, 104 

form letters, 103 

mailing labels, 104 

outlines (in PowerPoint), 202 

presentations, 202 

slide shows, 217 



slides, 202 

Word documents, 80 
worksheets, 138-39, 149 
program windows 
opening existing files 
from, 10 

See also Excel window; 

PowerPoint window; 
windows; Word 
window 

programs. See Office programs 
Protect Sheet dialog box (Excel), 
164 

protecting data (in Excel 
worksheets), 164 
publishers, 221, 226 
canceling, 227 

publishing editions, 221, 226 

o 

quitting Office programs, 20 

o 

range names (in Excel . 

worksheets), in formulas, 
142 

ranges (in Excel worksheets), 
130-31 

calculating, 144 
in formulas, 142 
inserting into Word 
documents, 228 
Estranges, 156, 157 
named/naming, 131 
references, 1 30 
selecting, 130, 131 
for charting, 150 
reading e-mail messages, 233 
rearranging 

rows/columns (in Word 
tables), 1 1 5 
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slides, 188-89, 196-97,217 
See also moving 
Record Macro dialog box, 181 
recording 

Excel macros, 181 
sounds, 21 1 

records (in Excel lists), 156 
adding, 168 
deleting, 168 
editing, 169 
entering, 157, 168 
filtering, 145, 158 
managing, 169 
sorting, 145, 158-59 
Redo button, 34 
redoing actions, 34, 71 
renaming hyperlinks, 49 
replacing 
text, 30, 31 

while typing, 32 
in Word, 74-75 
text formatting, 74, 75 
replying to e-mail messages, 233 
Report Manager (Excel), install- 
ing, 179 

reports (from Excel worksheets), 
creating, 179 
resizing 

characters in worksheet 
printouts, 139 
objects, 37 
windows, 18 

Return action button, 215 
Return key 

entering worksheet cell labels, 
126 

specifying cell selection after 
pressing, 166 

Reviewing toolbar, reviewing 
comments, 35 
reviewing work, using 
comments, 35 
rotating objects, 39 



row numbers (in Excel 

worksheets), printing, 1 39 
row titles (in Excel worksheets), 
printing, 139 

rows 

in Excel lists, sorting data in, 
159 

in Excel worksheets 

freezing/unfreezing, 167 
inserting, 136 
in Word tables 

adjusting heights, 115, 117 
deleting, 114, 115 
distributing evenly, 115 
inserting, 114 
moving, 115 
selecting, 1 13 
rulers (in Word) 
indenting text, 88 
setting margins, 90 
showing/hiding, 86 

o 

Save As command (File 
menu), 12 
Save As dialog box 
exporting files, 223 
saving documents as 
templates, 92 

Save As H'1*ML dialog box, 61 
Save command (File menu), 12 
saving doaiments, 12-13 
with another name, 12 
backup copies, 1 3 
in different folders, 13 
in different formats, 13 
for the first time, 12 
as HTML documents, 60-61 
as templates (in Word), 92 
scaling objects, 37 
Scenario Manager (Excel), 178 
Scenario Values dialog box 
(Excel), 178 



scenarios (of Excel worksheet 
data) 

creating and showing, 178 
creating reports of, 179 
ScreenTips (toolbars) 
displaying, 24 
hiding, 25 
scroll arrows, 67 
scroll boxes, 67, 125, 188 
scroll buttons (for worksheets), 
125 

scrolling 

Word documents, 67 
worksheets, 125 
Search dialog box, finding 
files, 11 

search engines, 56 
search page, setting, 56, 57 
searching. Sec finding 
section breaks, inserting/deleting 
in Word, 94 
sections (of Word 

documents), 94 
Select Changes To Accept Or 
Reject dialog box (Excel), 
163 

selected text, deleting, 34 
selecting 

chart objects (in Graph), 209 
objects, 36 
slides, 197 

table elements (in Word), 113 
text, 7 1 

worksheet ranges, 130, 131 
selection handles, 36 
sending files in e-mail messages, 
232 

shading 

adding to tables in Word, 
118, 120 

adding to text in Word, 120 
shadows, adding to objects, 39 
shapes, drawing, 38 



Share Workbook dialog box 
(Excel), 172 

"[Shared]" status message in title 
bars, 163, 173 
sharing Excel workbooks 
changing options, 172-73 
enabling, 172 

sheet tabs (Excel window), 124, 
132 

Shift key, outdenting text, 193 
shortcut keys, 23 
creating, 109 
deleting typing errors, 34 
setting line spacing, 85 
undoing/redoing actions, 34 
versus menu commands, 23 
See also Command key; F 
keys; Shift key 
shortcut menus, 22 
Shortcut Menus toolbar, 
adding, 25 

Show/I I ide button (Standard 
toolbar), TIO 

slash (/), division operator, 1 40 
slide icons, 188, 189 
Slide l.ayout dialog box 
(PowerPoint), 190 
Slide Master, versus Title Master, 
198 

slide numbering, changing, 205 
Slide Show view (PowerPoint), 
189 

slide shows 

creating custom, 216, 217 
editing custom, 217 
hiding slides in, 189 
navigation controls, 218 
presenting, 218 
printing custom, 217 
removing coistom, 217 
showing, 189, 216, 218 
See also presentations (in 
PowerPoint) 



Slide Sorter view, viewing slide 
transitions, 2 1 1 

Slide Sorter view (PowerPoint), 
188-89 

rearranging slides, 188-89, 196 
Slide Transition dialog box 
(PowerPoint), 210, 211 
slide transitions, 203 
adding, 189 
adding sound to, 211 
applying to all slides, 210 
setting transition effect speeds 
and timing, 211 
specifying, 210 
viewing, 211 

Slide view (PowerPoint), 188 
entering text in, 191, 192-93 
indenting text in, 195 
slides 

adding animations, 212-13 
adding/changing headers and 
footers, 204 

adding hyperlinks to, 215 
adding to outlines, 194 
adding to slide shows, 217 
applying changes to all, 199 
applying color schemes to, 
200-201 

collapsing/expanding in 

Outline view, 196, 197 
creating, 190-91 

from bulleted lists, 193 
from Word documents, 
2.30-31 

deleting, 191, 195 

from slide shows, 217 
designing 

with AutoLayouts, 190 
with masters, 198-99 
duplicating, 195 
embedding Word tables, 
230-31 

hiding, in slide shows, 1 89 



hiding background objects 
on, 198 
icons, 188, 189 
inserting, 190 

from other presentations, 
191 

inserting action buttons, 215 
inserting Graph charts, 206 
jumping to, 215 
moving, 197 
moving through, 188 
numbering, 205 
in Outline view, 188 
printing, 202 

rearranging, 188-89, 196-97, 
217 

selecting, 197 

viewing miniatures, 188, 199 
See also slide shows; slide 
transitions 

Sort dialog box (Excel), 159 
sorting records, in Excel lists, 
145, 158-59 
sounds 

adding to animations, 213 
adding to slide transitions, 
211 

recording, 211 

Source Data dialog box (Excel), 
153 

source files, 220, 221,224 
publishers, 221, 226 
source programs, 221, 224 
speaker notes, adding to 

presentations, 189, 205 
special characters 

finding and replacing, 31 
inserting, 32, 109 
wildcard search characters, 
74, 75 

See also Special Characters 
section of this index 
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spelling, correcting 
undoing/redoing 
corrections, 34 
while typing, 32, 76 
in Word, 76-77 
Spelling and Grammar dialog 
box (Word), 77 
spin boxes, in dialog boxes, 

22, 23 

splitting cells in Word tables, 116 
splitting windows (in Word), 69 
stacked fractions, entering, 32 
Standard toolbar, 24, 64 
Past Function button, 143 
Show/Hide button, 110 
Start menu, opening existing files 
from, 10 
start page 

jumping to, 51 
setting, 50, 51 
starting, presentations (in 
PowerPoint), 184 
starting Office programs, 8 
status bars, in Office program 
windows, 64, 124, 187 
Style dialog box (Word), 96 
Style Gallery (Word), 93 
Style list box (Word), applying 
styles with, 95 
styles (in Word), 81, 95-97 
applying, 95 
creating, 96, 97 
modifying, 97 
subscribers, 221,226 
canceling, 227 

subscribing to editions, 221, 226 
subtraction operator (-), 140 
SUM function (Excel), 143 
summarizing Word documents, 
111 

superscript ordinals, entering, 32 
symbols. See special characters 



o 

tab characters, displaying in 
Word, 87 
Tab key 

indenting text, 88, 193 
navigating dialog boxes, 23 
navigating tables, 112, 113 
tab stops, setting/clearing in 
Word, 87 

Table AutoFormat dialog box 
(Word), 118 

Table of Contents, locating 
information with, 14 
tables. See PivotTables (in Excel); 
tables (in Word docu- 
ments); worksheets (in 
Excel) 

tables, in Word doaiments, 

embedding in slides, 230-31 
tables (in Word documents), 1 12 
adding borders/shading, 1 1 8, 
120 

browsing, 67 
converting text to, 112 
creating, 112 

deleting cell contents, 113 
displaying/hiding gridlines, 

119 

drawing aistom, 112 
elements. See imr/err cells; 

columns; rows 
entering text into, 112, 113 
formatting, 118-19 
indenting, 1 1 7 
modifying, 114-17 
navigating, 112, 113 
summing the columns, 1 19 
tables of contents, hyperlinks 
for, 47 

tabs 

in dialog boxes, 22 

for paragraphs in Word, 87 
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sheet tabs (Excel window), 
124, 132 

Template Wizard (Excel) 
installing, 175 
merging workbooks, 1 75 
templates, 26 
choosing, 26 
in Excel, 170-71 
creating new, 170 
customizing, 171 
default, 170, 171 
testing, 171 
versus macros, 171 
opening, 170 
organizing, 92 
in Pow'erPoint 

applying to presentations, 
186 

creating presentations 
with, 186 
in Word, 81, 92-93 

applying to documents, 93 
creating documents 
with, 93 

saving documents as, 

92, 93 

Templates folder, 93 
text 

adding borders to in Word 
documents, 120 
aligning, 84, 106 
animating, 83, 212, 213 
arranging in columns, 122 
coloring, 82 

converting to Word tables, 

112 

copying, 28-29 

in Word document.s, 68, 
72-73 

correcTing grammar in Word 
documents, 76-77 
correcting spelling 
undoing/redoing 

corrections, 34 



while typing, 32, 76 
in Word documents, 

76-77 
cutting, 28 
deleting, 66 
editing, 28-29 

in Word documents, 63, 
67-79 

entering 

into Excel worksheet cells, 
126-27 

into PowerPoint outlines, 
194 

into PowerPoint place- 
holders, 191, 192-93 
into Word documents, 66 
into Word tables, 112, 113 
finding and replacing, 30-31 
in Word documents, 

74-75 

formatting 

in Excel worksheets, 146, 
147 

with find and replace, 31, 
74-75 

while typing, 83 
in Word documents, 66, 
74-75, 81-104 

inserting betw'een words, 192 
moving, 28-29 

in Word documents, 68, 
72-73 

point sizes, 37 
restoring deleted, 71 
selecting, 71 

shading in Word documents, 
120 

See also labels; text boxes; text 
formatting; WordArt 
text alignment. See aligning, text 
in Word 

text annotations, adding to 
Excel charts, 155 
text boxes, in dialog boxes, 23 



text formatting 

applying effects, 83 
browsing in Word, 67 
finding and replacing, 31 
in Word, 74-75 
text labels. See labels 
thesaurus (in Word), 78 
35mm slides, creating, 231 
3-D effects, adding to 
objects, 39 

times, inserting in Word, 108 
tips 

Office Assistant tips, 17 
ScreenTips, 24, 25 
title bars 

in Office program windows, 
64, 124, 187 

"IShared]" status message, 
163, 173 

ritle Master, versus Slide Master, 
198 

titles, adding to Excel charts, 

154 

toolbar buttons, 64, 124, 187 
displaying names of, 24, 64 
See also specific toolbar 
buttons 

toolbars, 24-25, 187 

Alignment toolbar 
(Excel), 148 

Browse toolbar (Word), 67 
customizing, 25 
docking, 24 
Drawing toolbar, 39 
Formatting toolbar, 24, 64, 
88, 89, 106 

Header And Footer toolbar 
(Word), 107, 108 
hiding/displaying, 24, 50 
moving, 24 
Print Preview toolbar 
(Word), 79 
reshaping, 24 



Reviewing toolbar, 35 
ScreenTips on, 24, 25 
Shortcut Menus toolbar, 25 
Standard toolbar, 24, 64, 
no, 143 

Web toolbar, 45, 50 
WordArt toolbar, 41 
Track Changes feature (Excel), 
162-63 

tracked changes (in Excel 
worksheets) 

accepting/rejecting, 163 
viewing, 162 
tracking changes 

in Excel worksheets, 162-63 
in Word documents, 111 
transition effects. See slide 
transitions 

trendlines, adding to Excel 
charts, 1 53 
typing errors 
deleting, 34 

See also spelling, correcting 

o 

underlines, applying in 
Word, 82 

Undo button, 34, 71, 153 
undoing actions, 34, 71 
URI.S (uniform resource 
locators), 53 

o 

Value Pack (Office 98), installing 
components from, 6-7 
view buttons 

PowerPoint window, 187 
Word window, 64, 65 
views 

changing, 65, 188 



in PowerPoint, 188-89 
in Word, 64 

( 2 ) 

Web 

creating documents for, 59, 
60-61 

getting information 
about, 15 

searching for information 
on, 56 

Web browsers, previewing Web 
pages in, 62 
Web documents, 45-62 
creating, 59, 60-61 
opening in Word, 53 
See also hyperlinked 

documents; Web 
pages 

Web Page Wizard, creating 
documents for the 
Web, 59 
Web pages 
addresses, 53 
finding, 62 
creating, 59, 60-61 
frames, 61 

opening in Word, 52 
previewing, 62 
Web toolbar, 45, 50 
buttons, 51, 56, 57, 58 
hiding/displaying, 50 
wildcards, as search characters, 
74, 75, 168 
windows 

arranging, 18 
duplicating, 18 
moving, 18 
resizing, 18 
sizing boxes, 21 
splitting (in Word), 69 



See also document windows; 
program windows 
Windows Clipboard. See 
Clipboard 
wizards, 26 

AutoContent Wizard 

(PowerPoint), 59, 185 
Chart Wizard (Excel), 150-51 
creating doaiments with, 27 
Internet Assistant Wizard, 
60-61 

PivotTable Wizard (Excel), 
160 

I’emplate Wizard (Excel), 

175 

Web Page Wizard, 59 
Word (Microsoft), 63-122 
opening Web documents/ 
pages in, 52, 53 
previewing Web pages in, 62 
print options, 70, 80 
program window. See Word 
window 
styles, 81, 95-97 
templates, 81, 92-93 
thesauRis, 78 
See also Word documents 
Word documents, 63-122 
applying templates to, 93 
bookmarks, 47 
browsing, 67 
checking word usage, 78 
comments, 67, 110 
copying text between, 68, 73 
copying text in, 72-73 
correcting spelling/grammar, 
32, 34, 76-77 
creating, 63-80 

with Excel data, 228-27 
from presentations, 231 
from templates, 93 
creating slides from, 230-31 
desktop publishing effects, 
120-21 
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Word documents continued 
displaying in two panes, 69 
editing, 63, 67-79 
embedding Excel charts 
worksheets in, 229 
enhancing, 105-22 
entering/deleling text, 66 
footers, 91, 106-7 
formatting text, 66, 74-75, 
81-104 

going to specific locations, 
72, 74 

headers, 91, 106-7 
highlighting changes in. 111 
hyphenating, 78 
inserting Excel ranges into, 
228 

insertion point, 63, 66 
moving text between, 68, 73 
moving text in, 72-73 
navigating, 67 
nonprinting characters, 
66,87 

opening new, 66 
page setup, 70 
previewing, 70, 79 
print options, 70, 80 
printing, 80 
saving 

as H EML documents, 60 
as templates, 92 
sclec'ting text in, 71 
shrinking to fit pages, 79 
summarizing. 111 



switching between, 68 
tracking changes in. 111 
viewing all, 68 
See also doaiments; main 
documents (for mail 
merges); tables (in 
Word documents) 
Word window, 64, 66 

elements, 64, 65, 67, 68, 69 
Word Art 

creating, 40-41 
deleting, 41 

WordArt (Microsoft), 40 
WordArt Alignment button 
(WordArt toolbar), 41 
WordArt Character Spacing 
button (WordArt 
toolbar), 41 

WordArt Gallery button 

(WordArt toolbar), 41 
WordArt Same Letter Heights 
button (WordArt 
toolbar), 41 

WordArt Shape button 

(WordArt toolbar), 41 
WordArt toolbar 
buttons, 41 
displaying, 41 
WordArt Vertical button 

(WordArt toolbar), 41 

words 

deleting, 34 

inserting text between, 192 
red-lined, in Word, 76 



248 MicKosoiT OiTicK 98 Macintosh Edition At a Glancf. 



selecting in Word, 71 
wordwrap, in Word docu- 
ments, 66 

workbooks (in Excel), 123 
consolidating data from, 

174 

copying worksheets to, 134, 
135 

making exclusive (removing 
shared status), 163 
merging, 175 
navigating, 125 
opening, 171 
sharing, 172-73 
See also worksheets (in Excel) 
worksheets (in Excel), 123-82 
aligning data, 148 
auditing, 177 
cells. See under cells 
consolidating data from, 

174 

copying, 134, 135 
creating, 123-44 
creating reports from, 179 
creating Word documents 
with data from, 
228-29 

data analysis, 145, 156-64 
default number in work- 
books, 166 
deleting, 132, 133 
designing, 145-55 
embedding in Word 
documents, 229 



entering text and numbers 
into, 126-27 

filling in data automatically, 
144 

formatting text and 

numbers, 146-47 
formulas. See formulas 
functions, 143 
inserting, 132, 133 
inserting columns/rows into, 
136 

linking, 165, 176 
moving, 134, 135 
naming, 132, 133 
navigating, 125 
previewing, 138 
printing, 138-39, 149 
protecting/unprotecting, 

164 

sa\4ng as HTML documents, 
60-61 

scrolling, 125 
selecting, 132 
switching, 125, 132 
tracking changes in, 162-63 
viewing, 178 
See also lists, in Excel 
World Wide Web. See Web 

e 

zoom box (windows), 18 
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For Fast Answers, 
a Picture Is Worth a Thousand Words. 



Here’s the visual way for Macintosh* users to quickly get to work using 
the powerful applications in Microsoft' Office 98 Macintosh Edition. 
Microsoft Office 98 Macintosh Edition At a Glance lets you focus on 
a particular task and shows you, with clear, numbered steps, the easiest 
way to get it done. 

Now it’s easy to learn about Microsoft Office 98 Macintosh Edition — 
At a Glance! 
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NUMBERED STEPS 



Numbered steps 
and matching 
labels visually 
guide you through 
each task and 
feature. 
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A “Tip" shows you 
a special technique 
that will help you 
use the software 
more efficiently. 
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SEE ALSO 



“See Also" points \ 
you to related 
Information 
elsewhere In the " 
book. i 
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TRY THIS 



“Try This" Is a | 
short example | 
that helps you I 
apply the | 

procedure you’re f 
learning to other | 
tasks. I 
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